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Accessing AIM & Completing the DRC Testing Agreement

The Disability Resource Center will begin using AIM to manage student accommodations, appointments,
and test proctoring services. In reference to the DRC Testing Center, AIM will streamline the exam
scheduling process. Please review the following instructions.

1. Go to the following link: https://olympic.accessiblelearning.com/Salisbury/Instructor (Enter the same login
credentials as you would use for your SU email account and Gullnet-Duo Authentication is required.)

2. After logging in each time, you will be required to read over a FERPA Confidentiality Statement before
viewing a student’s accommodations. Once you have reviewed the statement, click “Continue to View
Student Accommodations”.
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Continue to View Student Accommodations

3. Now, you can see an overview of all the students in your class who have requested their Accommodation
Letter (AL). Refer to the legend to identify approved accommodations for each student. Select “View” to
see a specific student’s AL. The AL will also be sent to your SU email.
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4. The DRC Accommodation Letter has a link to the Instructor Portal and the Testing Agreement.
Click on the agreement link found inthe red box under the “Requested Accommodations”
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Letter of Accommodation

This letter generated by student on: 07/13/2020

student Emai: | stuffb@winthrop.edu

Assigned OA Stises

Class: MCOM 461.001 - MASS COMMUNICATION INTERNSHIP (CRN: 30479)
Term: Summer 2020

Dear Instructor:

The Office of Accessibilty (0A) colaborates with the university community to create accessble educational envionments. The above named student is
istered with OA and has generated this request for the accommodations listed below in your course. Please review ths letter and discuss with
the student how to best implement thess accommodations in your course.
A

Link to access Instructor Portal if accessing

LOA thraunh email.

The relationship between Wn(hroo students, OA, s a critical play an integral role in creating
equitable access in the dassroom, and we value your input input in me mn( of collaboration. Please know that OA staff is avail Iame to you
for consultation if you have any aueslbons or concerns regarding the of a particular in a specific course.

0A invites you to utilize our Instructor Portal

Note: Remember to respect the student’s confidentiality. Students may choose not to disclose their confidential information, such
their disability diagnosis, details concerning the history of their disability, etc. Please only discuss the student’s OA registration status and
accommodations with others on a need-to-know basis.
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. L Dipe: {bachelor Sceesabielearning com Winthrop{Testing aspID= YBbYQ You can also
req:lred for ] access and edit aiternative testing agreements by I0gging into the AIM_Instructor Portal.
students to

register for exams
at the Test Center

1. Exam Accommodations
Exam accommodations apply to any timed assessment (quizes/midterms| finals). For proctored exams, accommodations may be
provided by the instructor/academic department if the student is in agreement. Taking exams with the instructor can be a more
integrated experience for the student, allowing them to mmedlatelr ask questions and receive exam corrections. The Test Center
can also provide testing accommodations for students by reques

Fnr Blackboard assessments: If the student is approved for extended time, please adjust their time allotted and examination window
lackboard. If the quiz/exam is a take-at-home assessment, no further arrangements or Test Center form is required.

For accommodated exams proctored by the instruct No ive testing or other Test Center form is
required. Please simply make an arrangement with the student.

For accommodated exams proctored by the Test Center: Students need to submit exam scheduling requests through AIM by the
deadline (5 business days in advance for quizzes/midterms/chapter exams and 4 weeks in advance for Finals Week). Instructors
submit proctoring information and upload exam materials through AIM, Please note that due to operating hours, limited testing
space or other logistical constraints, the Test Center may need to adjust an exam's start time (with instructor notice). If you have
not already done so, pleas an alte testing M for, e section (see link at top of this letter). For

5. Inthe “Specify Testing Agreement” box, choose the appropriate class from the drop-down menu then
click the “Continue to Alternative Testing Agreement”. You will be directed to the DRC Testing
Agreement.
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6. Answer all questions on the DRC Testing Agreement fully. It will provide the Testing Center with the

parameters for different types of assessments in your course. Note: The agreement will be applied to all of
the students in that section registered for testing accommodations. Once complete, click “Submit Testing
Agreement.

Editing your DRC Testing Accommodation Agreement
To edit your DRC Testing Agreement, select the “Alternative Testing” tab found under “Views andTools”

Inside the “List Alternative Testing Agreement” box, select the class you wish to edit and select “View”.
If you simply wish to copy an agreement to a different section of your class (example: History 111 section
1 & 2 have the same tests), choose the class you want to copy an agreement to and select “Copy”
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To upload a quiz/ exam
To upload a quiz/exam/final to the secure AIM portal, go to the “Alternative Testing” tab found under “Views

and Tools” from the Instructor Homepage. In the “Step 1 — Select Action” box, choose from oneof three
options:

In the “Step 2 — Select from the Following Courses” box, check the box next to each student whoshould
receive the exam you are uploading.

In the “Step 3 — Confirmation” box, select “Confirm your Selections”.

*If you have any questions concerning the new AIM Instructor Portal testing features, contact the DRC
at disabilitysupport@salisbury.edu or 410-543-6087. We are here to help you!
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