
 

 

How to Submit Tests using the ClockWork Online Module 

 

Go to http://cw.georgebrown.ca/Clockwork/user/instructor/default.aspx  to access the Module. 

Click on ‘Courses’ in the top left hand corner. This will direct you to a log in page. 

 

 

Enter your employee ID number and STU-VIEW/GBC email password and click ‘Log in’. 

 

 

 

http://cw.georgebrown.ca/Clockwork/user/instructor/default.aspx


 

 

Above is the main page of the online module. From here you can view your student’s accommodation 

letters as well as take a look to see if any of your students have scheduled tests. If a student has 

scheduled an exam, there will be a star next to the Tests and Exams Link. You will be able to confirm any 

test details as well as submit your test from this module.  

To view any upcoming scheduled test appointments, first click on ‘Tests and Exams’. 

 

This page will show you any upcoming tests that were booked by your students. In this example, you can 

see that there has been a test booked for July 12th. 

To confirm or submit a test, click ‘Confirm/Edit’ on the right hand side. 



 

 

 

Input the date and start/end time that the class will be writing your test (not the date and start/end 

time that the accommodated student will be scheduling). 

Click ‘Next’ 

 

This page will show you each individual student that has scheduled to write your test in the Assessment 

Centre. The date and time that the student has scheduled will be located on the right hand side. If the 

date and time is different than what was agreed upon, please contact your student so that they can 

reschedule their test with us. If the duration does not appear to be correct, do not worry. This will be 

manually adjusted by Assessment Centre staff once you have submitted your test. 

To continue, click ‘Next’.  

 



 

 

 

This section will inform us of the testing conditions for your test. If you are not planning on submitting 

your exam online, please skip this page. This information will apply to all students booked to write this 

test. If there are any exceptions for specific students, please let us know about them here.  

Fill this page out with as much detail as possible and click ‘Next’. 

 

 

 

 



 

 

 

This screen allows you to review the details of the test information you have provided.  

If you would like to attach an exam file at this time, click the ‘Select’ button under the file upload 

section. 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Choose your exam file and click open. If you need to submit multiple files for a test, please see our “How 

to Submit Multiple Files” tutorial. You can also confirm the test information but upload the exam at a 

later date. The cut off time for being able to upload an exam and provide test details is 24 hours 

before the test.  

Click ‘Submit Changes’ to confirm your test. 

 

 

 

 

 



 

You have now confirmed the details of your test.  

Please note that if you are submitting via email or in person, we will still need the test information 

submitted with the test, even if you have submitted the online form. We will only be referring to the 

online form if you have submitted the test online. 

To go back to view your upcoming exams, press ‘Back to test listing’. 

 

 

From here you can edit your test, add another file, check for new bookings or review the test file(s) that 

you have submitted by clicking the ‘Review file’ or ‘Confirm/Edit’ links. 


