
 

Completing a Course Instruction Form 
 
AIM now uses “Course Instruction Forms” in place of “Alternative Testing Agreements.” The 
Course Instruction Form serves the same purpose as the former Alternative Testing 
Agreement and must be completed by the instructor before Test Center staff can approve a 
student’s testing appointment. This form is completed once per course and can be copied 
to multiple sections, if desired. 
 

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.  

After logging in each time, you will be required to read and acknowledge a FERPA 
Confidentiality Statement before viewing a student’s accommodation. 
 

2. Go to “Alternative Testing” on the left side under “Home.”  
 

3. Select the link titled “Courses without Course Instruction Form.”  

https://bachelor.accessiblelearning.com/Winthrop/Instructor


 

4. Select “Specify” for the course that needs a Course Instruction Form.  

 
 

5. Complete each part of the Course Instruction Form. Please be sure to answer all 
questions in the “List of Questions.” Then click “Submit and Continue to Specify 
Exam Dates.” 

 



 

6. Please specify all your exam dates in the AIM Portal as soon as possible so that 
we can approve all student requests for the entire semester. Enter all the 
appropriate exam dates and additional information. Then click “Save Exam Date” at 
the bottom of the screen to add the date.  

 
 

7. Repeat Step 6 until all of the exam dates for the semester are added to AIM.  
 

Instructions on modifying or adding exam details to a Course Instruction Form are provided 
in the Modifying/Adding Exam Details to a Course Instruction Form Guide.  

 
 

Need Help? 
If you have questions about completing or modifying the Course Instruction Form in AIM, 
contact the OA Test Center: 

• Email: testcenter@winthrop.edu 
• Phone: 803-323-3290 (Option 3) 
• Appointments: Available in person or via Zoom. 

 

https://www.winthrop.edu/uploadedFiles/student-affairs/accessibility/How-to-Modify-a-Course-Instruction-Form.pdf

