
 

Uploading a Test into AIM 
 
The Course Instruction Form must be completed in AIM before course testing 
materials can be uploaded to AIM. Instructors can upload exams for entire course 
sections before students submit testing appointment requests to the OA Test Center. 
Alternative versions of exams can be assigned to specific students after students submit 
the request.  

 
How to Upload a Test for ALL students in a course:  

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 accommodations. 
 

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

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


 

3. Locate the box labeled “Exams without Files Uploaded” Click either “Upload to 
Exam Date” or “Upload to Individual Student,” depending on your needs. Please 
note that this box will only appear if you have already entered an exam date for 
which an exam file has not yet been uploaded. If you do not see this box on the 
“Alternative Testing” page, proceed to Step 5 to upload an exam file.

 
 

4. Use “Upload Exam File” box to upload your exam to AIM. Be sure to click “Save 
Exam Date” at the bottom of the screen when finished.  

 



 

5. If you have entered the exam date, need to upload (additional) exam file, but do not 
see the box labeled ““Exams without Files Uploaded”, please click on “Course 
Instruction Form”, in the top menu on the right side of your screen.  

 
 

6. Find the class for which you would like to upload an exam and click “View.” 
 

 
 
 
 



 

 
7. Then in the top menu, click on “List Exam Dates”  

 
 

8. Find the appropriate exam date (or add a new one, if necessary) and click “Modify.”  

 



 

9. Use “Upload Exam File” box to upload your exam to AIM. Be sure to click “Save 
Exam Date” at the bottom of the screen when finished.  

 
 
How to Upload a Test into AIM for INDIVIDUAL student(s).  
 
Note: This can only be done after a student has scheduled their appointment(s). 

 
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 the Alternative Testing Module by clicking “Alternative Testing” on the left side 
under “Home”.  

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


 

 
3. Under the “Upcoming Exams Scheduled” section, you can choose an upcoming 

exam date and attach the test to that specific testing date.  

**In this example, the in-class exam is being administered on two different days by the OA Test Center, Bruce on 
2/4 and Chris on 2/5, the instructor selected both to have the same exam file. 

 
4. Once you have selected the exam dates that need a test file, scroll down and enter a 

file title and select the file from your computer to upload using the “Choose File” 
feature. Then press the “Upload File” button. 

 
5. Once uploaded, the list will indicate which exams have a file associated. 



 

 

 
 
 
Need Help? 
If you have questions about uploading exams in AIM, contact the OA Test Center: 

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

 


