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.

ALTERNATIVE TESTING AGREEMENT

In this form (see link below), you will be providing general testing information about this specific course to help us better
understand what may be required by students who are taking an exam at our Test Proctoring Center. Our goal is to provide
an experience equal to that which their peers receive in the standard classroom environment.

Please note that a student cannot schedule an exam with our office until this Agreement is completed by you.

Please proceed to the link listed below. Thank you.

Alternative Testing Agreement Link:
Alternative Testing Agreement (or copy and paste the following link to your browser:




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.

SDRC AIM
Management
System

Student AIM Login [7 - Login

link for Student registered
with SDRC

Instructor AIM Login [7 -

Login link for Instructors
teaching students registered

with SDRC

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

USC Central Authentication Service (CAS)

AIM Accessible Learning
u‘ USC Authentication System

@ Login Credentials Required

Login Credential

latifahc

— n

LOGIN


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

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

ACCESS POLICY

Please read the following prior to completing the form:

By clicking on the following button, | acknowledge that | have received and understand the school's FERPA policy as it pertains to student records.

FERPA (Confidentiality Statement)

Along with the right to access the records of students comes with the responsibility to maintain the rights of students particularly as outlined in the Family Educational Rights and Privacy
Act (FERPA). Student Records are open to members of the faculty and staff who have a legitimate need to know their contents; however, you do have a responsibility to maintain
confidentiality.

Reminders:

« Please REFRAIN from using SHARED (PUBLIC) COMPUTER.

« REMEMBER TO SIGN OUT AND CLOSE THE BROWSER COMPLETELY AFTER YOU ARE FINISHED ACCESSING THIS INFORMATION
Important Note:

« Please REFRAIN from using SHARED (PUBLIC) COMPUTER.

« Remember to Sign Out and Close the Browser Completely After You Are Finished Accessing This Information

CONTINUE TO VIEW STUDENT ACCOMMODATIONS >




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.

> Overview
> Upload Syllabus
> Alternative Formats

Alternative Testing

> Communication Access

> Notetaking Services



Step 5. When completing the Testing Agreement for the first time, click the Courses without

Alternative Testing Agreement link.

ALTERNATIVE TESTING AGREEMENT EXAMS WITHOUT FILES UPLOADED
ourses without Alternative Testing Number of Exams without Files Uploaded
Agreement
Total Courses Wi ernative Testing
Agreement: 2

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

then click Specify Alternative Testing Agreement.

TEST 200.001 - ACCOMMODATED TESTING: CLASS TWO (CRN:
X003)

Status: Not Specified¢ Specify Alternative Testing Ag@

Course Meeting Times:

o MTWRF 12:15 PM - 02:00 PM, 07/22/2025 - 09/15/2025
Summary:

o Number of Students Requesting Alternative Testing: 1.




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.

LIST OF QUESTIONS

Professors are responsible in submitting all necessary exam
materials by 12pm the day before the exam. We request that
professors communicate with the Testing staff in a timely
manner if they are unable to meet the mentioned deadline.
Failure to submit all exam materials can result in the exam's
cancelation. Do you agree to adhere to this policy? *

O VYes, | agree.

Additional Comment:

For this course, will exams require in-person proctoring or will
students test remotely? *

O Testing will take place in-person
O Testing will take place remotely (SDRC Proctoring not required)

O Mixed Modality (Specify below or through email to
SDRCTest@sc.edu)

Additional Comment:




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.

SPECIFY FIRST EXAM DATE

Important Note: Additional exam dates can be specified after
submitting this form.

Type *:

Standard Exam v

Date*:

Hint: Enter date in the following format Month/Day/Year (i.e.
12/31/2025).

\'09103/2025 T ‘

Time: @

‘9AM VHOO V‘

Standard Length Of Exam (In Minutes) *:

Hint: Please specify length in minutes, and do not include extended
time accommodations. For example: 120 minutes for 2 hours.

50

Additional Note For Staff: @

Exam date may change.




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.

EXAM DATE INSTRUCTIONS

Please review the items below and indicate what students in the
class WILL be allowed to use for this exam/quiz.

None

Calculator (if yes, please specify what type below)
Computer

Notes

Scratch Paper (SDRC can provide)

Texthook

Handouts/Powerpoints

Scantron (Professor responsible for providing)

0O 00 oo ogoogo

Blackboard (include password in box below, if no password put
N/A) (Additional Comment Required)

[J If a non-Blackboard computer program is required, please specify
the program in the box below

Additional Comment:

Do you have any additional instructions regarding proctoring of this quiz,
test, or final?




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

form.

FORM SUBMISSION

‘ SUBMIT AND CONTINUE TO SPECIFY EXAM DATES > ’

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

checkmark.

@ SUCCESS! YOUR ACTION HAS BEEN COMPLETED

The system has successfully saved your action.

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.



Step 12. On the same webpage, you may add additional exam date(s).

ADD ADDITIONAL EXAM DATE

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

EXAM DETAIL

Type *:

Select One v

Date *:

Hint: Enter date in the following format Month/Day/Year (i.e.
12/31/2025).

mm/dd/yyyy

Time: ®

Select V|| Select v

Standard Length Of Exam (In Minutes) *:

Hint: Please specify length in minutes, and do not include extended
time accommodations. For example: 120 minutes for 2 hours.

AAAitinnal Nlata EAr Qiaff (7)

10




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.

EXAM DATE INSTRUCTIONS

Please review the items below and indicate what students in the
class WILL be allowed to use for this exam/quiz.

None

Calculator (if yes, please specify what type below)
Computer

Notes

Scratch Paper (SDRC can provide)

Textbook

Handouts/Powerpoints

Scantron (Professor responsible for providing)

O 00000000

Blackboard (include password in box below, if no password put
N/A) (Additional Comment Required)

&l

If a non-Blackboard computer program is required, please specify
the program in the box below

Additional Comment:

11



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.

UPLOAD EXAM FILE

Note: Exam files can be added on a continual basis.

Title Or Exam File Note:

Select File: @

| Choose File | No file chosen

Step 15. Press the “Save Exam Date” button at the bottom of the form.

FORM SUBMISSION

SAVE EXAM DATE > ’

BACKTOLIST >

{

12



Step 16. For confirmation of the completed task, please check the top of your screen for a green

checkmark.

@ SUCCESS! YOUR ACTION HAS BEEN COMPLETED

The system has successfully saved your action.

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.

LIST EXAM DATES

. . Exams Exam
Modify Delete Type Date Time Length Uploaded lhstiuction
Modify Delete Standard Exam Monday, September 08, 2025 09:20 AM 50
Modify Delete Standard Exam Monday, September 15, 2025 09:20 AM 50

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.
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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.

m » ALTERNATIVE TESTING » UPCOMING EXAMS

UPCOMING EXAMS COMPLETED FILES ALTERNATIVE TESTING AGREEMENT LIST STUDENTS

14

ALL EXAMS



Step 1a. Once you’ve located the course, select the View/Modify Alternative Testing Agreement
link.

TEST 200.001 - ACCOMMODATED TESTING: CLASS TWO (CRN: X003)

Status: View/Modify Alternative Testing Agreement —

Course Meeting Times:

o MTWRF 12:15 PM - 02:00 PM, 07/22/2025 - 09/15/2025
Summary:

o Number of Students Requesting Alternative Testing: 1.
List Exam Dates:

o Standard Exam on Monday, September 08, 2025 at 12:15 PM.

o Final on Monday, September 15, 2025 at 12:15 PM.

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.

TEST 200.001 - ACCOMMODATED TESTING: CLASS TWO (CRN: X003)

ALTERNATIVE TESTING AGREEMENT ~ LIST EXAM DATES OPY ALTERNATIVE TESTING AGREEMEND

15



Step 3. Locate the “Copy Alternative Testing Agreement to” box. It will appear after a Testing

Agreement is completed.

COPY ALTERNATIVE TESTING AGREEMENT TO

Select Course:

Select One v

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.

COPY ALTERNATIVE TESTING AGREEMENT TO

Select Course:

Select One v

. -
TEST 200.002 - ACCOMMODATED TESTING: CLASS TWO (CRN: X004)

16



Step 5. Press the “Continue” button.

COPY ALTERNATIVE TESTING AGREEMENT TO

Select Course:

TEST 200.002 - ACCOMMODATED TESTING: CLASS TWO ( v

FORM SUBMISSION

CONTINUE >

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.

Copy to Course: TEST 200.002 - ACCOMMODATED TESTING: CLASS TWO (CRN: X004).

(] Type Date Time Length Use Same File

Standard Exam 12PM v} 15 ol 50
Hint: Enter date in the following format Month/Day/Year (i.e. 12/31/2025). =

09/08/2025

Final ‘ 12PM "H 15 vl 50
Hint: Enter date in the following format Month/Day/Year (i.e. 12/31/2025). | SR i

09/15/2025
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Step 7. Press the “Copy Alternative Testing Agreement” button at the bottom.

Final
Hint: Enter date in the following format Month/Day/Year (i.e. 12/31/2025).

09/15/2025 |

COPY ALTERNATIVE TESTING AGREEMENT >

18



Step 8. For confirmation of the completed task, please check the top of your screen for a green

checkmark.

@ SUCCESS! YOUR ACTION HAS BEEN COMPLETED

The system has successfully saved your action.

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.
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