
 

Modifying/Adding Exam Details to a Course Instruction Form 
Once a Course Instruction Form has been completed, you can modify or add additional 
information to it using 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.  

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. From the top menu, select “Course Instruction Form.”  

 
 

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


 

4. Select “View” on the row with the class for which testing details need to be 
modified. 

 

 
 

5. Here you can modify the Course Instruction Form, as needed. Please note that this 
page will adjust information related to all exams in the course you selected for the 
semester.  
 

 



 

 
6. To modify/add information for one specific exam (i.e. Exam 1 or Mid-term Exam) in a 

selected course click on “List Exam Dates.” 

 
7. To modify an existing exam date: locate the exam date you wish to modify and click 

“Modify.” Update the form as needed and be sure to submit and save any changes 
you make to the form.   
 
To add a new exam date, use the “Add Additional Exam Date” section. 



 

 
 
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. 

 


