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Overview 
Please note: “Assessment” refers to any quiz, test, midterm occurring during the term: September 6 to December 5, or 

SOLUS-listed mid-year or final exam. 

 

In May 2022, Queen’s University introduced Ventus. This online application replaced the previous Exam Accommodation 

System (EAS) used to collect test details from instructors for the purpose of implementing exam accommodations for 

students registered with Student Wellness Services (SWS). Ventus will now be used to input details for any quizzes, tests 

and midterms (henceforth referred to as assessments), and students with assessment accommodations (previously 

called exam accommodations) will have their accommodations automatically applied to each assessment.  If you do not 

require any assistance from the Exams Office in regards to accommodations, do not submit your assessment to Ventus.  

 

The Exams Office will add any SOLUS-listed mid-year and final exams to Ventus, and students with assessment 

accommodations will have their accommodations automatically applied to each assessment. Students who have an 

official exam conflict or have a religious accommodations will also be listed in Ventus. 

 

As of May 2022, the Exams Office will administer all assessment accommodations for in-person, paper-based 

assessments submitted to Ventus. Accommodated assessments administered by the Exams Office are scheduled at the 

same date and time as the rest of the class, unless a student's accommodation prohibits us from scheduling them at that 

time. Extra time will be placed at the beginning or end of the test, dependent on the student’s Queen’s schedule. If an 

accommodated assessment must be moved, it will be moved to the nearest possible time after the originally scheduled 

assessment date and time. 

  

https://www.queensu.ca/registrar/academic-info/exams/students#exam-accommodations
https://www.queensu.ca/registrar/academic-info/exams/students#exam-accommodations
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Getting Started 
Log into Ventus at ventus.queensu.ca using your NetID and password. You must use your employee NetID associated 
with the course in PeopleSoft. The instructor of record will have immediate access to accommodation information for 
their course.  

Navigating Ventus 

Letters of Accommodation 
Displays each student in the course who is registered with Student Wellness Services. To view their Letter of 

Accommodation, select View confirmation of academic accommodation. 

Assessment Accommodations 
Lists all students enrolled in your course who have assessment accommodations approved through Student Wellness 

Services. Students are grouped based on the type of assessment accommodations. 

Classroom Accommodations 
Lists all students enrolled in your course who have classroom accommodations approved through Student Wellness 

Services. Students are grouped based on the type of classroom accommodations. 

Practicum Accommodations 
Lists all students enrolled in your course who have practicum accommodations approved through Student Wellness 

Services. Students are grouped based on the type of practicum accommodations. 

Assessments Requiring Accommodations (ARA) 
Lists assessments you have submitted to Ventus. 

Delivered by Exams Office  
In-person assessments for which the instructor requires the Exams Office to administer assessment accommodations. 

Scheduled by Exams Office  
Assessments for which the instructor requires assistance from the Exams Office to schedule accommodated assessments 

for implementation by the instructor. 

Assessment Accommodations (previously Exam Accommodations) 

Process 
Please note: “Assessment” refers to any quiz, test, midterm occurring during the term, or SOLUS-listed mid-term or final 

exam. 

 

1. Login to Ventus. 

2. For each course section, enter all assessment dates, times, and durations. DO NOT enter this for centrally 

scheduled exams occurring during the mid-year and final exam periods (December and April). This will be 

completed by the Exams Office. 

3. Enter Assessment Details (e.g. allowed aids, printing instructions, etc.) for all assessments.  

• The Exams Office will input assessment details on your behalf for all centrally scheduled mid-year and 

final exams based on your exam request submitted in September or January.  

https://login.microsoftonline.com/d61ecb3b-38b1-42d5-82c4-efb2838b925c/oauth2/authorize?response_type=code&client_id=3e61013f-dfc3-4db3-90bb-cb9f04651615&scope=openid&nonce=4664ff4b-5b1e-43fd-9525-e7111daf8124&redirect_uri=https%3a%2f%2fventus.queensu.ca%2f&state=AppProxyState%3a%7b%22InvalidTokenRetry%22%3anull%2c%22IsMsofba%22%3afalse%2c%22OriginalRawUrl%22%3a%22https%3a%5c%2f%5c%2fventus.queensu.ca%5c%2f%22%2c%22RequestProfileId%22%3anull%2c%22SessionId%22%3a%22daf6ea47-5dc5-425a-bfd0-081075be2603%22%7d%23EndOfStateParam%23&client-request-id=daf6ea47-5dc5-425a-bfd0-081075be2603
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4. Upload all applicable assessment file(s) (e.g. exam paper, instructor-provided formula sheets, etc.). If preferred, 

the instructor may submit physical copies to the Exams Office (Gordon Hall, Rm 110). These documents must be 

received a minimum of 3 business days before the assessment date. Failure to meet this deadline may result in 

the cancellation of your students’ accommodation arrangements. For centrally scheduled mid-year and final 

exams, the exam paper must be physically submitted to the Exams Office (Gordon Hall, Rm 110) by the 

communicated deadline.  

5. Check back regularly to stay up to date on when and where your students are writing. Arrangements will be 

finalized 1 week prior to the assessment date.  

6. Pick up completed accommodated assessments from the Exams Office. 

Adding an Assessment Requiring Accommodation 
Once logged in, you will arrive at the Course List where all your courses will be listed. From here you can select a course 
and enter the applicable assessment date, time, and details. Please note, the term is listed at the top; please ensure you 
are entering data into the correct term. 

 
 
Select the course you would like to add an assessment to. If a course is not listed, it is because you are not the instructor 
of record in PeopleSoft. If you are the instructor, reach out to your departmental timetabling assistant to have 
PeopleSoft updated. 
 
Note: If a co-instructor and/or a TA need access to a course, a request needs to be submitted. On the Ventus landing 
page, complete the request form for the correct portal. Access can only be granted to current Queen’s employees. 
Student information must remain confidential and should be limited to those who are working directly with 
accommodated students. 
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Once you click on the course, you will be directed to the Dashboard for that course.  You can view students registered 

with SWS, their approved accommodations, and whether they require their accommodations for an upcoming 

assessment. 

 
 

Select Add Assessment Delivered by Exams Office or Add Assessment Scheduled by Exams Office: 

Add Assessment Delivered by Exams Office: These assessments cannot require the use of internet or personal electronic 

devices. The Exams Office will schedule and administer all accommodated, in-person, paper-based assessments for 

students registered with SWS. This includes printing, proctoring, and coordinating the accommodated assessment. 

 

Add Assessment Scheduled by Exams Office: The Exams Office will review the class schedule and accommodations for 

students registered with SWS and make any necessary adjustments to have their assessment in compliance with their 

accommodations. It is the instructor’s responsibility to implement these accommodations. 

  



Ventus Instructor Manual.docx   7 

Fill in all applicable information as is accurate for the course and not specific to an accommodated student. The Exams 

Office will take into consideration the student’s accommodations and class schedule. If your assessment is online there 

will be additional information required. Once you have inputted the date, time, and duration, students in the course and 

section registered with Student Wellness Services will automatically have their accommodations requested for the 

assessment. 

Paper-based assessment 

 

Online assessment 

 
 

Important Information when submitting an Assessment Requiring Accommodation (ARA) 

All term assessments must be added at least two weeks prior to the assessment date. The system will not accept late 

submissions. This gives the Exams Office sufficient time to process, and schedule accommodated assessments. Please 

ensure you add all ARAs at the start of the term. Students are required to review their accommodations at least 10 days 

prior to the assessment date. If you wait to submit your assessment details students may not have sufficient time to review 

their accommodations. 

NOTE: The Exams Office will input assessment details on your behalf for all centrally scheduled mid-year and final exams. 

Remember to include all applicable course sections when submitting assessments. Ventus is directly connected to 

PeopleSoft for accuracy and accommodations are processed only for sections submitted. When entering your 

assessments, you have the ability to include multiple sections for the course and can adjust the date/time for each section, 

if needed. 

Please do not enter data specific to a student’s accommodations. For example, if the class is writing a one-hour 

assessment, enter 60 minutes; do not enter the amount of time a student would get with extra time included. Extra time 

varies between students. The Exams Office will determine a student’s accommodated duration based on the data 

inputted. 
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Instructors must follow their faculty’s rules for utilizing remote proctoring services. Selecting “Yes” to remote proctoring 

does not guarantee your assessment will be remotely proctored. The instructor should reach out to their faculty office 

regarding how to secure remote proctoring services. 

Specify if you are providing a window for students to access and complete the assessment. For example, the 

assessment is available to start within a 24-hour period, but once the student starts, they only have 60 mins to complete 

the assessment. Providing a window of access is only available for online assessments. 

 

Copying an existing Assessment Requiring Accommodation (ARA) 
Use the copy function when you want to copy previously entered data for application to a new course, saving you time. 

You may want to use this if you have the same assessment data for multiple courses; for example, you can enter the data 

for CHEM 222, and then can copy the data to populate the assessments for ENCH 222. Keep in mind that all data from the 

selected assessment will be copied to the new assessment, including date/time, format, assessment details, attached files, 

etc. Carefully review all ARA components to ensure it is set up properly. You will only be able to copy data from the current 

term. 

 

Adding Assessment Details 
After the assessment has been added, you will be returned to the Dashboard. For any assessment that says Incomplete, 

select Edit/Upload to add necessary information for the proctor and printing instructions. 

 
All submitted assessment information will be visible on this screen. If you made an error or would like to delete an 

assessment the Edit or Delete button can be selected. An instructor can make modifications up until 2 weeks prior to the 

assessment date. Requests for changes within 2 weeks of the exam date are subject to approval through the Exams Office 

and may require the instructor to assume responsibility of all accommodations. 

Important: If you do not require assistance from the Exams Office for 

implementing or scheduling exam accommodations, DO NOT enter the exam 

to Ventus. You are responsible for making arrangements directly with 

students. 
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Assessment details provide important information to the Exams Office to ensure the smooth implementation of your 

accommodated assessments. Ensure this section is completed and the assessment paper is provided at least 3 business 

days prior to the assessment date. Failure to adhere to the deadline may result in the cancellation of your accommodated 

students’ assessments and they will be directed to you for alternate arrangements. 

Important Information when completing Assessment Details 

Changing your assessment to include remote proctoring requires multiple steps. All requests to use remote proctoring 

require Faculty approval. Once approved, forward your approval to exams@queensu.ca and the Exams Office with 

update the assessment(s) in Ventus. Follow up with your Faculty regarding next steps around administration. 

Complete the printing instructions. Unless specified, the assessment paper will be printed double sided in black and 

white on letter-sized (8.5 x 11) paper and stapled (top left). Instructors can submit physical copies to the Exams Office 

(Gordon Hall, Rm 110).  If an assessment paper requires printing in colour, the copies must be provided by the 

instructor. 

Important information for the Exams Office or proctor should be added to the Extra information section. For example, 

your TA, Jane Doe, will be picking up completed assessments. 

 

For contact information, input the number where the proctor will be able to contact you during the assessment. If a 

student has a question, the proctor will contact you on behalf of the student; the students will not have access to the 

number.  

 
  

mailto:exams@queensu.ca
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Answer booklets will only be supplied if specified in the Assessment Details. If it is not specified, students will be 

instructed to write their answers on the question paper. 

Scantrons must be supplied by the instructor/faculty. If not supplied, students will be instructed to write their answers 

on the question paper. 

 

Scrap paper is supplied to students by the Exams Office unless the assessment has confidential status. If this is the case, 

scrap paper is only supplied to students that have an accommodation to access and use scrap paper. Confidential status 

can only be applied to SOLUS-listed exams. 

 

 
 

 

Uploading digital files to an Assessment Requiring Accommodation (ARA) 
From the Dashboard, select Edit/Upload for the ARA you want to add the files to. This can be used to attach the question 

paper, instructor-provided formula sheet, reference tables, etc. Instructors are also allowed to drop off a physical copy to 

the Exams Office (Gordon Hall, Room 110). All necessary assessment papers must be received a minimum 3 business 

days ahead of the assessment date. Failure to submit your documents by the deadline may result in the cancellation of 

your students’ accommodated assessment arrangements. 

 

Select Upload a file and fill in the necessary information regarding the file. The maximum file size permitted is 20 MB and 

should be limited to Word documents and PDF files; other file types may be challenging for the Exams Office to print. Do 

not add print instructions to the Comments section; these should be added to the Printing instructions section on the 

Assessment Details page (see above). 
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A file can be specific to a certain student (e.g. an instructor-approved memory aid) or be for the entire class. 

 
If you are replacing an existing file, you will need to specify from the existing files which file is being replaced. 

 
 

Administration of accommodated assessments 
To see which students have requested accommodation, select the assessment and then the Students button.  

 
You will see a table of each student who has accommodations. Details of where/when they are writing their 

accommodated assessment will be updated as soon as the Exams Office has processed the information. Check back 

regularly to stay up-to-date. Arrangements will be finalized 1 week (5 business days) prior to the assessment date. If you 

select Export Accommodations you can download an Excel spreadsheet with the student information for easier viewing 

or manipulation. 

 

Picking up completed assessments 
Pick up the completed accommodated assessments from the Exams Office (Gordon Hall, Rm 110) the day after the 

assessment or directly from the accommodated venue on the day of the assessment. You will be required to show photo 
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ID to confirm your identity. If assessments will be picked up by a TA or designate, add a note to the Assessment Details or 

email the Exams Office in advance of the assessment. Pay attention to if a student is writing at a different time than the 

original assessment. Please note, the Exams Office is open Monday to Friday from 8:30am-12pm and 1pm-4:30pm. 

Please do not hesitate to contact us at exams@queensu.ca if you have any questions. Thank you! 

 

 

mailto:exams@queensu.ca

