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How to: Complete the Alternative Testing Agreement 

 

The Alternative Testing Agreement is an agreement between the student(s) and the instructor. It 

communicates exam expectations to students testing with the SDRC Testing staff, which aligns 

closely with the course policies and procedures.  

As part of recent updates to our AIM system, professors are now required to specify exam dates 

when completing the Testing Agreement. When exam dates are not included, students are free to 

schedule exams with times that may not align with your class plans or expectations. This often 

results in inaccurate scheduling and creates additional follow-up between our office and 

professors to clarify exam timing.  

To avoid this, we request that you take a few extra moments to include exam dates when 

completing the Agreement. If an exam date changes, you’re welcome to update the Agreement in 

AIM or simply inform our staff so we can make the correction on your behalf.  

The Testing Agreement remains the space to communicate approved materials, rules, and any 

additional instructions specific to each exam. Professors can access the link to the Testing 

Agreement directly through the Faculty Notification Letter (FNL) sent to their email when a 

student requests accommodations for the course. Note: The Testing Agreement link only appears 

if the student is eligible for Alternative Testing as an accommodation. Professors may click on 

the Alternative Testing Agreement hyperlink or copy and paste the link to their browser to 

complete the Agreement.  
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For the steps on how to complete the Agreement, please review the information below: 

 

Step 1. Log into your Instructor AIM portal. You can visit our webpage here for quicker access.  

 

 

Step 2. Log in using your login credentials. Hint: Use your Blackboard credentials to log in.  

 

 

https://sc.edu/about/offices_and_divisions/student_disability_resource_center/alternative_testing/index.php


 

3 
 

Step 3. Read the Access Policy and click the “Continue to View Student Accommodations” 

button.  
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Step 4. Look for the Home Banner on the left-hand side of the screen. Under Home, select 

Alternative Testing.  

Note: On the Overview page, you can view your list of students with approved accommodations. 

If a student has a YES under the Alternative Testing column, then they have requested testing 

accommodations. You may click the “View” button beside the student’s name to view more 

details on their accommodation.  
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Step 5. When completing the Testing Agreement for the first time, click the Courses without 

Alternative Testing Agreement link. 

 

 

 

Step 6. The following page lists the course(s) without a Testing Agreement. Select the course, 

then click Specify Alternative Testing Agreement.  
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Step 7. Review the Alternative Testing Agreement description and instructions. Then, respond to 

each question in the list below. Note: Some questions require a response. If a question doesn’t 

apply, type N/A in the Additional Comments box. 
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Step 8. As part of the recent AIM update, professors are now required to specify exam dates in 

the Agreement. Please complete this section.   

Reminder: You can modify exam dates and instructions at any time if details change later in the 

semester.  
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Step 9. Optional. Complete the Exam Date Instructions section. If you do not have this 

information yet, you may skip this step and proceed to Step 10. You can return to update this 

section later.  
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Step 10. Press the “Submit and Continue to Specify Exam Dates” button at the bottom of the 

form.  

 

 

 

Step 11. For confirmation of the completed task, please check the top of your screen for a green 

checkmark.  

 

  

 

Note: 

Steps 12-16 are optional. The steps allow you to enter additional exam dates and specific 

instructions. However, we understand that you may not know your exam dates yet. If that’s the 

case, you may skip these steps and return to update them later as needed.  
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Step 12. On the same webpage, you may add additional exam date(s).  
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Step 13. Complete the Exam Date Instructions section if the information is available.  This step 

can be completed closer to the exam date. If you do not have this information yet, you may skip 

to step 15.  
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Step 14. Upload the exam file. If the exam is not ready yet, you may upload it closer to the exam 

date. You may proceed to Step 15 to save the exam date for now.  

 

  

 

Step 15. Press the “Save Exam Date” button at the bottom of the form.  
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Step 16. For confirmation of the completed task, please check the top of your screen for a green 

checkmark.  

 

 

Step 17. The list of exam dates is viewable under the List Exam Dates section. You may modify 

or delete any of the exam dates at any time.  

 

 

 

 

 

This concludes the tutorial on completing the Alternative Testing Agreement. Please read further 

for the tutorial on copying the Alternative Testing Agreement for multiple sections/courses. 

Contact our Test Proctoring Center with any questions at 803-576-8457 or by email at 

sdrctest@sc.edu.  

  

mailto:sdrctest@sc.edu
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How to: Make a copy of the Alternative Testing Agreement 

Professors who teach multiple sections of a course can copy a completed Testing Agreement for 

and use it for multiple sections of the same course. Please follow the previous tutorial on 

completing the Testing Agreement. The following tutorial will explain the method of copying the 

Alternative Testing Agreement.  

 

 

Step 1. Locate the course with the completed Testing Agreement. In the Alternative Testing 

navigation bar, click the Alternative Testing Agreement option at the top on the right-hand side. 

Then scroll down to locate the course.  

Note: If you just completed the Testing Agreement, please proceed to step 2.  
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Step 1a. Once you’ve located the course, select the View/Modify Alternative Testing Agreement 

link.   

 

 

 

Step 2. If the course has multiple sections and you just completed the Agreement, stay on the 

page and scroll to the top. Then, click the Copy Alternative Testing Agreement link.  
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Step 3. Locate the “Copy Alternative Testing Agreement to” box. It will appear after a Testing 

Agreement is completed.  

 

 

 

Step 4. In the Select Course drop-down menu, choose the course that does not have a Testing 

Agreement. Note: You cannot select multiple courses.  
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Step 5. Press the “Continue” button.  

 

 

 

 

 

Step 6. Modify the exam dates to match the section’s schedule.  

Note: If the dates are already accurate, no changes are needed. You may also choose whether or 

not to use the same exam file for this section by checking or unchecking the box provided.  
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Step 7. Press the “Copy Alternative Testing Agreement” button at the bottom.  
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Step 8. For confirmation of the completed task, please check the top of your screen for a green 

checkmark.  

 

 

 

 

 

 

 

 

 

 

 

 

 

This concludes the tutorial on copying the Alternative Testing Agreement for multiple sections. If 

you have any questions or experience a conflict, please contact the SDRC Testing Center at 803-

576-8457 or by email at sdrctest@sc.edu.  

mailto:sdrctest@sc.edu

