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How to Complete an Alternative Testing Agreement

Starting fall 2020, the Office of Accessibility and the OA Test Center will begin using AIM, which is an
accommodation, appointment, and case management software. In reference to the OA Test Center,
AIM will streamline the exam scheduling process. Please review the following instructions.

1. Go to the following link: Instructor AIM Portal. Enter the same login credentials as you would
use for your Winthrop email account and Wingspan.
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2. After logging in each time, you will be required to read over a FERPA Confidentiality Statement
before viewing a student’s accommodations. Once you have reviewed the statement, click
“Continue to View Student Accommodations”.
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Once you firish with your session, Along wth the right to access the records of students comes with the responsbilky to mantain the rights of students particubarly as
please do rot forget to Log Out outiined in the Family Educzbonal Rights and Privacy Act (FERPA). Student Records are open to members of the faculty and staff who
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Reminders:

= Pleasa REFRAIN from using SHARED (PUBLIC) COMPUTER
= REMEMBER TO SIGH OUT AND CLOSE THE BROWSER COMPLETELY AFTER YOU ARE FINISHED ACCESSING THIS
INFORMATION
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3. Go to “Alternative Testing” on the left side under “Views and Tools”. In the first section
“Specify Alternative Testing Agreement”, click on the down arrow to select the class that
needs an Alternative Testing Agreement. Then, click “Continue to Specify Alternative Testing
Agreement”
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4. Another way you can complete the Alternative Testing Agreement is through the link provided in
the LOA that is sent to your Winthrop email account. Click on the agreement link found in the
red box under the “Requested Accommodations” section.
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Assgned OA st
Class: MODM 461.001 - MASS COMMUNICATION INTERNSHIP (CRN: 30479)
Term: Summer 2020

Dear Tnstructor

The Office of Accessbiity (0A) colaborates with the unersity community to create accessble educational envronments. The above named student is
registered with OA and has generated this request for the accommodations listed below in YOUr Course. Please feview ths letter and dScuss with
the student how to best implement these accommodations in your course.

-

Link to access Instructor Portal if accessing

LOA thmugn email.

The relationship between Winthrop students, OA, ai is a crif play an integral role in creating
equitable access in the dassroom, and we value your input input in the spm of collaboration. Please know that OA staif s lvabhh to you
for consultation f you have any questions or concerns regarding the application of a particular accommodation in a specific

OA invites you to utilize our Instructor Portal

Hote: Remember to respect the student's confidentiality. Students may choose not to disclose their confidential information, such as,
their disability diagnoss, details concerning the history of their disability, ete. Please only discuss the student’s OA registration status and
accommodations with others on a need-to-know basis

Requested Accommodations:

Link to the Alt.
Testing This student is eligible to schedule their quizzes and exams with accommodations at the OA Test Center. To facilitate this process,
Agreement ] please complete an alternative testing agreement (one agreement per course section) using this link:
2 % https:/ /bachelor, aspx7ID=10 44 You can also
required for ] access and edit altemative testing agreements by 10gging nto the AT, Instructor
students to
register for exams
at the Test Center
1. Exam Accommodations
i ply to any timed i i - For proctored exams, accommodations wary be

provided by the ‘Taking axame with the instructor can ba a maore
integrated fxperionce for the student; allowing hem o, ekl sk vestions snel receive exaum comections. The Test Center
<an also provide testing accommodations for students by request.

For Blackboard assessments:1f the student is approved for extended time. please adjust their tine allotted and examination window
in Blackboard. If the quiz/exam is a take-at-home assessment, no further arrangements or Test Center form is required.

For accommodated exams proctored by the m-nmmtdupmmmt No alternative testing agreements or other Test Center form is
required. Please simply make an arrangement with the student.

For accommodated exams proctored by the Test Center: Students need to submit exam scheduling requests through AT by the
line: (5 business days in advance for quizzes/midterms/chapter exams and 4 weeks in advance for Finals Week). Instructors
bk proctoring information and Upload exam materiis through ATH, Please aote that due to aperating hours, lited testing
SPace or Other lopistical Constzaints, the TEst Gentes may noed 1 adust an exaer's start Ume (with ixstructor notie), I you have
not already done so, please complete an altemative testing agreement for this course section (see ink at top of this letter). for




5. Answer all questions on the Alternative Testing Agreement fully, especially any question with a
red astrix. It will provide the Test Center with the parameters for different types of assessments
in your course. Note: The agreement will be applied to all of the students in that section
registered for testing accommodations. Once complete, click “Submit Alternative Testing
Agreement’. After submission, scroll back through the page to make sure there are not any

error messages.
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Additional Information

Instructor Phone Nurber *: | 800-555-5555

Hint: Enter 10-gk number only.

Addtional Note:

Answer all questions
Submit Alternative T reement
completely. then submit! E> iino heeemen
Ouactinne? Cantact tict

6. To edit an Alternative Testing Agreement, select the “Alternative Testing” tab found under
“Views and Tools” from the Instructor Homepage. Inside the “List Alternative Testing
Agreement” box, select the class you wish to edit and select “View”. If you simply wish to copy
an agreement to a different section of your class (example: History 111 section 1 & 2 have the
same tests), choose the class you want to copy an agreement to and select “Copy”.
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Note: The Alternative Testing Agreement must be completed by the day prior to a student’s first
scheduled test at the Test Center. Students will not be able to test at the Test Center without a
submitted agreement

*If you have any questions concerning the Instructor AIM Portal or the Alternative Testing
Agreement, contact the OA Test Center at: testcenter@winthrop.edu or 803-323-3290, option 3.
We are available for meetings through Zoom to go over any issues! Use our contact information
to schedule an appointment.
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