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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.

Aalin E S
Sign in

username@winthrop.edu

Can't access your account?

Q 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 accommodations.

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


https://bachelor.accessiblelearning.com/Winthrop/Instructor
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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
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“Alternative Testing” page, proceed to Step 5 to upload an exam file.

EXAMS WITHOUT FILES UPLOADED

1

Number of Exams without Files Uploaded

Upload To Upload To
Exam Date Individual Student

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.

([ COURSE INSTRUCTION FORM - LIST EXAM DATES




5. Ifyou
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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

Instru

ction Form”, in the top menu on the right side of your screen.
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(T) session Extender: Enable

LOGIN AS INSTRUCTOR

> Overview

> Upload Syllabus

> Alternative Formats
> Alternative Testing

> Motetaking Services

SIGNOUT >

COURSE INSTRUCTION FORM LIST STUDENTS ALLEXAMS

UPCOMING EXAMS COMPLETED FILES

» ALTERNATIVETESTING > UPCOMING EXAMS

COURSE INSTRUCTION FORM

0

Courses without Gourse Instruction Form

COURSES MISSING EXAM DATES

1

Number of Courses without Exam Dates

Total Courses with Course Instruction Form:
1

UPCOMING EXAMS SCHEDULED
‘THERE ARE NO EXAMS SCHEDULED YET BY STUDENTS

QUESTION?

Anna Pagett

Test Center Operations Manager
202 Macfeat House
803-323-3290, option #3
testcemter@winthrop.edu
pagena@winthrop.edu

6. Findt

he class for which you would like to upload an exam and click “View.”
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[B COURSE INSTRUCTION FORM
(Ty Session Extender: Enable

LOGIN AS INSTRUCTOR

BACKTO MY PROFILE >

> Ovenview
> Upload Syllabus

> Ahternative Formets

UPCOMING EXAMS

COMPLETEDFILES | COURSE INSTRUCTIONFORM |  EXAM DATES

Next Term

[[] » ALTERNATIVETESTING » COURSEINSTRUCTION FORM

Previous Term Term: Summer 2025

Navigzte To: | View All Courses v

REFINE SEARCH >

> Ahemative Testing

> Notetaking Services

ShowPerPage: [ 100 v|  Pagert

Records Found: 1 (Showing: 1-1)

View Copy CRN Subject Course Section Students Scheduled Meeting Times. Notes Bulk Entry
ey . —

QUESTION?

Anna Pagett

Test Center Operations Manager
202 Macfest House
8033233230, option #3
testeenter@winthrop.edu
pagetia@wimhrop.edu
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7. Thenin the top menu, click on “List Exam Dates”
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[[J COURSE INSTRUCTION FORM

(T) session Extender: Enable [ » COURSE INSTRUCTION FORM

COURSE INSTRUCTION FORM LIST EXAM DATES 'COPY COURSE INSTRUCTION FORM
BACK TO MY PROFILE >

Note: Required fields are marked with an esterick (*).

> Overview

INFORMATION LIST OF QUESTIONS CONTACT INFORMATION

> Upload Syllabus R U R D e

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

COURSE INSTRUCTIONFORM  LISTEXAMDATES ~ COPY COURSE INSTRUCTION FORM

LIST EXAM DATES
Modify Delete Type Date Time Length Exams Uploaded
Modify Delete Quiz Wednesdzy, September 17,2025 02:00 FM 15 1

ADD ADDITIONAL EXAM DATE

Note: Required fields are markad with an astarisk (*).

EXAM DETAIL EXAM DATE INSTRUCTIONS UPLOAD EXAM FILE
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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.

[[) COURSE INSTRUCTION FORM - LIST EXAM DATES

EXAM DATE INSTRUCTIONS UPLOAD EXAM FILE

Nofile chosen

FORM SUBMISSION

SAVEEXAMOATE > BaccTOUST >

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.

N vrmor

Sign in

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


https://bachelor.accessiblelearning.com/Winthrop/Instructor
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3. Under the “Upcoming Exams Scheduled” section, you can choose an upcoming
exam date and attach the test to that specific testing date.

UPCOMING EXAMS SCHEDULED

STEP 1; SELECT EXAMS (FOR BULK ACTIONS]

Records Found: 4 (Showing 1 - 4| Show Per Page: | 100w Page: 1
L] L]
Siatus Detail CRNM Subject Couree Section Full Hams Type Exam Daie Tieme Range
= Processing Datail ACCT 33063 &0 In-Class Exam 204 S G200 PM - 0330 Ph
[} Approeid Drtall ALCT 3063 (1] In-Class Exam 02052025 G200 PM - 0345 P
Procesaing Destall ACCT 13063 EOD Quilz 02/07 2025 0700 PM - 0123 PA
Approved Detail ACCT 33063 E00 Quiz 0207 2025 0100 PM - 0123 PA

**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.

STEP 2: SELECT AVAILABLE OPTIONS

UPCOMING EXAM FILE UPLOAD

Please select at least one exam from the table below. Any exams
uploaded through this method will only apply to the selected exams

File Title *:

Exam 1

Select File® : @

Choose File | Exam 1.docx

UPLOAD FILE >

5. Once uploaded, the list will indicate which exams have a file associated.
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Approved Detall - ACCT

| Wiew File ~

Records Found 4 (Showing 1- 4) Show Per Page: | 100 Page 1
4 L
Status Detail CRN Subject Coursa Soction Full Mame Type Exam Date Time Range
Processing petsit [ acr 3061 600 B roeccom 004205 0200PM-0330F
View File
Approved vetail [ << 063 60D ] InClassExam  G205/2025  OZODPM-0345P
Viow File ~
» guam
Upinadad: (/04,2025
Duslate Exam File
Pracessing Detail - ACCT 33063 500 _ Quiz /0772025 0100 PM-071:23P
View File ~
» quizl
Upinadad: (/04/2025
Diedete Exam File
33063 02/07/2025  0100PM-01Z3P

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.




