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How to Schedule a Quiz, Standard Exam, Midterm, or Final in AIM

Go to the Student AIM Portal. Enter the same credentials used for your Winthrop email and
Wingspan account.

-

Sign in

Go to “Alternative Testing” found under the “My Accommodations” tab on the left side.

i UNIVERSITY

My Dashboard

Home % My Dashboard » Overview

Login as User Feature OVERVIEW
Back to My Profile
IMPORTANT MESSAGE(S)
Please read the following message(s) regarding your account:
> My Dashboard = Your To Do List:
> My Profie 1. MCOM 461.001 - Mass Communication Internship
> Request for Appointment = Alternative Testing: You have not scheduled any exams for this class.
> Submit Additonal

Documentation to OA

Select Accommodations for Your Class

» My Mabox (Sent E-Maiks)

¥ My Accommodations Important Note

1. Courses may take up to 48 hours to disply in the system after you have registered for them. If you do not see one or more of
> My Elgibiity your courses in the list below 48 hours after regstering, please contact Office of Accessbilty.

> List Accommodations 2. Your courses might not dispiay below I you are part of the course walting list.

3. To request accommodations, select the checkbox(es) for the courses where they are needed, then cick the button below to go
to the next page to select your accommodations.

4. 1If you are unable to sellect a checkbox from the st of coursas below, that means you have akeady submitted your request for

:::1“&:;:(2‘;’:"" accommodations for that course.

Bl nformaton: 5. If you wish to modify your accommodation request (change or cancel a request), scrol down until your course & dsplayed and
e (w2 select sther Modify Request or Cancel Request.
Send an Email

Select the class you wish to schedule an exam for from the drop-down menu. Then, click
“Schedule an Exam’.


https://bachelor.accessiblelearning.com/Winthrop

Back to My Profile ‘ Alternative Testing Agreement(s) |
- Below s the It of al Altemative Testing Agreement(s) submitted through the system. You can still request exams even if there is
W Mo no Alternative Testing Agreement specified.
> My Dashboard Select Class: | MCOM 461.001 - Mass Communication Internship (30479) .
S e AR gl Choose appropriate class and
» Request for Appointment select "Schedule an Exam™

> Subm Addtional
Documentation to OA

> My Maibox (Sent E-Mais)

Questions? Contact Us!

Please contact our office If you have any questions regarding Alterative Testing request.

K Medin: Test Center Oy tions M
e —— Koren Mol Toot: Center Operations Manager

803-323-3290, option 3
> My Elgibiity medink@winthrop.edu

g OESoi s hos Samantha Bamett: Test Center Assitant

312 Bancroft Hall
> Akemative Testng testcanter@winthrop.edu

*Note: The Alternative Testing Agreement allows the instructor to give the OA Test Center important information needed
to proctor the exam. You can request your exams with or without your instructor's submission of the Alternative Testing
Agreement. However, the instructor must complete the agreement by the test date in order for the Test Center to
administer the test. If they have not completed it in a timely manner and they need assistance, please refer them to email
testcenter@winthrop.edu or call 803-323-3290, option 3. We would be happy to help them navigate the system!

Above the exam detail, a class schedule and location will display for you to see. Students must
test at the same date and time as the class unless there is a valid academic conflict.
Request Type: Specify if your request is for a Quiz, Standard Exam, Midterm, or Final.

Date: Enter date of the exam.

Time: Enter time of the exam.

Services Requested: Select which accommodations you want to use. All approved testing
accommodations will automatically show here.

Additional Note: Include any additional information for the proctor (example: testing later than the
class due to back-to-back classes).

Once the form is completed, click “Add Exam Request”.

& htips;/bachelor.accessiblelearning.com/Winthrop/dashboard/Exam aspxiSte d ohliv1h7kelRkq|2H1QNVGEINGS3E o

1 Using LockDown Brow:

My Mailbox (Sent E-Mails) My Accommodations  Sign Out

the Test Centerfor ran nn Final Exams. Test mne.- ;talfav virtually proctor a final on a student’s
ill be basts.

After confiming wih your Iscctor, pleasa select the date and stat tme for the fnal a5 sated m your sylsbus or on the
Winthrop Final Exam Schedule from our block schedule (8:00 a.m., 11:30 a.m., 3 p.m.). In order ta coordinate al testing
accommodations during Finals Week, the OA Test Center may nead to mcw? vnuv final to the next dosest available time slot.
Students will receive a confimation ema of their final exam dates/timesflocations prior to Study Day (12/4)

Phone: (803) 323 - 3290
Send an Email

Le t
CLASS SCHEDULE(S) AND LOCATION(S)
Once you finish with your session,
Iose\' r Browser.

ndc
05/18/2020 - 08/12/2020
Exam Detail |

Altemative Testng Agreement  Alternative Testing Agreement
Type:

Log Out

Choose assessment

type: Quiz, Stafdard I
Exam (regular fests), Request Type °: | Quiz =

Midterm, or Final.
View: Exam Schedule Availability.

Date *: [7/13/2020 |
Hint: Enter date in the folowing format Month/Day/ Year (ie. 12/31/2010)

Tme*: [3pm v [o0 [¥]

— Services (As
Select : [ Distraction-Reduced Testng [ Extended Time 50%
accommodations Envronment

desired for each

specific test.

Options available

will depend upon/ddonal Hote:
approved
accommodations for
each student.

Select "Add Exam Request”

N
A 4

Add Exam Request Back to Testing Requests Overview



mailto:testcenter@winthrop.edu

5. Exam requests must be received seven (7) days prior to the exam date. For example, seven (7)
days prior to a Monday exam is the previous Monday. This change takes effect Fall 2020.

If you submit a request with less than seven days notice, you will be directed to a second page after
clicking the “Add Exam Request” option in the previous image. You must submit a reason as to why
it is a late request. Your request will not go through if you do not complete this step.

Students are allowed one late request each semester. Any subsequent late requests will be
denied and alternate testing arrangements will have to be made with your instructor. A denial email
will be sent to your instructor and your Winthrop email account.

6. If your test is rescheduled, cancelled, or you are unable to keep your OA Test Center appointment
due to iliness, please remember to cancel your exam request through AIM. Log into your AIM
account and select “Alternative Testing” under the “My Accommodations” tab on the left side. In
the “Upcoming Exam Request(s) for the Current Term”, click “Cancel Request”.

& ? accessiblelearning.com/ board/Testing.a: e o

¥ Using LockDown Brow

BRI Student MyProfile My Mailbox (Sent E-Mails) My Accommodations  Sign Out

WINTHROP
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Home » My Dashboard » Alternative Testing

Back to My Profile ‘ Alternative Testing Agreement(s) |
« Below is the list of all Aktemative Testing Agreement(s) submitted through the system. You can still request exams even if there is
¥, Home no Alternative Testing Agreement specified.
» My Dashboard Select Class: | Select One
> My Profile

Schedule an Exam
> Request for Appointment

> Submit Additional

s s A UPCOMING EXAM REQUEST(S) FOR THE CURRENT TERM
» My Maibox (Sent E-Mais)

MCOM 461.001 - Mass Communication Internship View Other Exams
¥ My A odations
Standard Exam - Tuesday, July 21, 2020 - 03:00 PM - 04:53 PM (113) Modffy Request Cancel Requst@

> My Eligility Status: Approved
For whatever reason, if

» List Accommodations Approved Accommodation(s):
t] Distraction-Reduced Testing Environment You RSN e
. -
O EE S T g take your exam at the
s Extended Time 50% Test Center, please

cancel your request here!

Any quesons or concerms? Request Entered on Monday, July 13, 2020 at 11:34:47 AM
‘ Use the following contact
nformatin

***If you have any questions concerning the new process for requesting exams in AIM, contact
the OA Test Center at testcenter@winthrop.edu or 803-323-3290, option 3. We can also have a
meeting with you by Zoom to figure out any issues. Please use our contact information to
schedule an appointment.



mailto:testcenter@winthrop.edu

