Office of Accessibility

Completing a Course Instruction Form

UNIVERSITY

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. Gotothe following link: Instructor AIM Portal. Enter the same login credentials as
you would use for your Winthrop email account and Wingspan.

‘ WINTHROP

Sign in

@, Sign-in options

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

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

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

WINTHROP
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([ UPCOMING EXAMS

0D st || () > SEmATHETESTHNG > upsonko xS [Cremmoooms | 5 oo usrsonns Lo

m (COURSE INSTRUCTION FORM
1

Courses without Course Instruction Form

“Total Gourses vith Course Instruction Form:
o

THERE ARE NO EXAMS SCHEDULED YET BY STUDENTS



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

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

Q WINTHROP
UNIVERSITY
[D COURSE INSTRUCTION FORM

Session Extender: Enable

I LOGIN AS INSTRUCTOR

[[] » ALTERNATIVETESTING » COURSE INSTRUCTION FORM

Previous Term

Term: Summer 2025

BACKTOMY PROFILE >

NavigateTo: | Gourses without Course Instruction Form

> Overview
> Upload Syllabus

REFINESEARCH >

> Ahemative Formats

UPCOMING EXAMS

COMPLETEDFILES | COURSEINSTRUCTIONFORM |  EXAM DATES

Next Term

> Aliemative Testin
9 Records Found: 1 (Showing:1-1)

> Motetaking Services

‘Show Per Page: Page: 1

Test Center Operations Manager
202 Macfeat House
803-323-3290, option #3
testoenter@winthrop.edu
pegetta@winthiop.edu

View CRN Subject  Course  Section  Swdents  MeetingTimes  Notes Bulk Entry
Il - = - -
QUESTION?

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.”

[EI COURSE INSTRUCTION FORM

(T) Session Extender: Enable (1] * COURSE INSTRUCTION FORM

m P ——
BACK TO MY PROFILE )

> Overview

COURSE INFORMATION

Course:
MUSA 156.001 - WIND SYMPHONY (CRN: 10049)

Information Regarding Course Instruction Form
> Upload Syllsbus Voumay view a YouTube Tutorial on how to complete the agreement. You
may slso contact Anna PageT, the Test Center Operations Manager for
assistance at pagetta@ainthrap.edu or call ext 6173,

> Altemative Formats.

> Altemative Testing

thet some instructars Blackboard, If
this is the case, you will stil need 0 complete the agreeme, a5 some
students prefer to use the OA Test Center to receive their approved
testing accommodstions.

> Notetaking Services

Make-Up Exams Policy: Students registered with the Office of
Accessibily for testing eccommodtions may take their make-up exam
atthe Test Center ONLY i they were scheduled with us for the original
test date. For example, ifthe student originally requested to make use of
their testing accommodations with the Test Genter, but for whatever
reason, was unavailsble on the day of the test, they could take their make-
p exam at the Test Center(ith the insiructor approval per the

p policy). If
{ake atesto the OA Test enter,the student would need o speck
directly o their instructor regarding their make-up options.

EXAM DATE INSTRUCTIONS

Question 1 How s this essessment (quiz/stendard exam/midterm/finel)
ifferent from what you put on the Course Instruction Form?

LIST OF QUESTIONS

Question - Per the Test Center policies, students must take
assignments  the same date/ime as the class unless they
have a vald ecademic conflict (i.e. back-to-hack classes) that
‘would imerfere with an extended ime accommodation. Please
select one of the following should an academic scheduling
conflic arse for one of your students:*

The Test Center wil send an emeil requesting your approval for the
next available time/day before opproving the student's scheduling
request

The Test Genter can schedule the student for the next available:
time/day without directly contacting you for approva

Additionsl Comment

Question Z ihatsupplemerta metersl reslowed dung the
assessment? Please indicate f materials differ
uisees, sandard exam, mickerms anclfmale.(Nove The Test
Genter provides ll students with colored lined paper o use for
short answer responses, esseys and scratch paper.If any paper
i5 used, the Test Genter stoff will upload all pages to the AIM
Portal )
N/A (no supplemental metericls allowed)
Periodic Table (provided by the Test Center)
Ruler
Socartron (must be provided by student/instrustor)
Calculator (Specify Bekow: basic, scientific, inancial, or graphing)
Woleculer Model Set (must be provided by student/insinuctor)
Formula Sheet (Specify details below)

Note Sheet/Index Card (Specify details below and indicate if the
student must tum in the note sheet with their assignment.)

Open Book

Qecnchockonic fcxibock

CONTACT INFORMATION

Phone Number *

United States of America (+1) v

SPECIFY FIRST EXAM DATE

Important Note: Adiions| exam dates can be specified sfter
submitting this form

Type*
Date®

M e doe e following format Mondvoay e .
12/31/2025)

m/ddiyyyy [

Time: @
(o= ¥]

Standard Length Of Exam (In Minates) *

i, Plesse specty lngih inmiutes, and donatncude xendzc
time accommodstions. For example: 120 minutes for 2 hou

Additionsl Note For Staff: @
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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.
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([ COURSE INSTRUCTION FORM - LIST EXAM DATES

() session Extender: Enable [l » COURSEINSTRUCTION FORM - LIST EXAM DATES

COURSE INSTRUCTIONFORM  USTEXAMDATES  COPY COURSE INSTRUCTION FORM

LIST EXAM DATES

ADD ADDITIONAL EXAM DATE

] wpoRTanT DATES
{ ot e el re ke with etk ()

EXAM DETAIL EXAM DATE INSTRUCTIONS UPLOAD EXAM FILE

nbe added on s cantinual basi

T

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 AlM,

contact the OA Test Center:
e Email: testcenter@winthrop.edu
e Phone: 803-323-3290 (Option 3)
e Appointments: Available in person or via Zoom.


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

