Alternative Testing Faculty Guide

Select Alternative Testing on the left side of your screen.

OVERVIEW
> Overview
> Upload Syllabus @ SUCCESS! YOUR ACTION HAS BEEN COMPLETED

> Alternative Testing
The system has successfully saved your action.

R
Previous Term Term: Summer 2025
ANNOUNCEMENT

Accom

dation and A ibility Services Basics for Faculty.

« The process in which accommodations are requested, implemented, and refined to called the interactive process.
= This initially starts with students making a request and expands to relevant staff and faculty.
« Faculty should expect to receive notification of an accommedation by SAS.

+ SASis available to consult and support faculty in order to clarify and implement accommodations.
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On the following screen, navigate to the “Instructions For Exam Administration” tab on the upper right side of your screen. This is a five question form you’ll
complete (formerly known as the Alternative Testing Agreement) where you’ll provide SAS with the instructions for exams, the exam dates and times, and
the length of time allowed for the exam in class. You can also upload exams for each exam date.

Please note that this form enables SAS to correctly administer your exams based on your rules within the classroom. Without it, we will have to rely on
your students to tell us what is allowed, and how long students in class will have for the exam.

On this form, you will be asked to provide the dates and times for each exam, along with the length of time students in class will have. You can add this
information at the beginning of the semester, or when you receive requests, through the SAS portal, for each exam. Although you are not required to
provide instructions for each exam date, it ensures that the SAS testing center procedures are consistent with your classroom procedures for each exam.
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Select “Specify” next to the class name and the Instructions For Exam Administration form will appear. When complete, select “Submit and Continue to
Specify Exam Dates” at the bottom of the screen.

[E] INSTRUCTIONS FOR EXAM ADMINISTRATION

_ @ 5 ALTERNATIVE TESTING 3 INSTRUCTIONS FOR EXAM ADMINISTRATION UPCOMING EXAMS COMPLETED FILES INSTRUCTIONS FOR EXAM ADMINISTRATION EXAM DATES
> Overview
> Upload Syllabus IMPORTANT MESSAGE
> Alternative Testing
Theme: 2O- (.L_, An “Instructions for Exam Administration” form must be submitted for each course section you teach. Without this form, SAS cannot process requests from your students
Term: Summer 2025 Next Term

SIGNOUT > Previous Term

Mavigate To: | Courses without ions for Exam

Go >

REFINE SEARCH >

Records Found: 1 (Showing:1-1)

Show Per Page: Page: 1

View CRN Subject Course Section Students Meeting Times

Notes

Bulk Entry

‘ Specify 90100 CERT 90000 o None MTWRF: 08:00 AM - 12:00 FM
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INSTRUCTIONS FOR EXAM ADMINISTRATION

_ ﬁ 7 INSTRUCTIONS FOR EXAM ADMINISTRATION

> Overview

Note: Required fields are marked with an asterisk ( *)
> Upload Syllabus

> Alternative Testing

B COURSE INFORMATION LIST OF QUESTIONS CONTACT INFORMATION
Theme: O @
Question 1: Type of Exam ¥ Phone Number *:
Course United States of America (+1) +
SIGN OUT o
CERT 90000.01 - CERTIFICATION EXAM (CRN: 90100) - Paper Bxam

Online Exam: If an access code is required for an online exam
please email it to tests@ithaca.edu prior to the exam date.
Remember to add your student's extended time to the online exam
before the exam date. SAS requests paper copies of online exams
in case technical issues occur during the exam.

Information Regarding Instructions for Exam Administration

Important notes for completing instructions form:

« Specify an exam length for each type of exam you administer
during the semester (quiz, test, midterm, final). If no length is
specified, students will not be able to request that type of Question 2. Computer Use *

exam resulting in errors in the amount of time they receive. . .
Students may use their own laptop for this exam.

o

Tf?IS |nstruFt\on form is n.aqmred fOrSASTO adr‘m.nlsterexams. ) Students in class do not use computers: If a student has an
Without this form SAS will be required to administer the exam accommodation for use of a computer, SAS should provide the
based on student self-report. computer.

o The more information you can share about your exams the

better SAS can provide an appropriate testing environment for Question & Please select allowable materials for test:
students that simulates the experience of their non-disabled
peers. ] Notes

[J *Please check here if notes should be returned to you with the
completed exam

Textbook

Internet

Course Material (Power Points, Handouts, etc.)

Calculator

Il Scrap Paper

SUBMIT AND CONTINUE TO SPECIFY EXAM DATES >
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From this screen you can indicate dates and times that exams will be given in class, specify how long students in class will have for specific exams, and
upload exam files for each date. After providing the information, select “Save Exam Date” at the bottom on the screen.

CERT 90000.01 - CERTIFICATION EXAM (CRN: 90100)

INSTRUCTIONS FOR EXAM ADMINISTRATION LIST EXAM DATES COPY INSTRUCTIONS FOR EXAM ADMINISTRATION

Naote: Required fields are marked with an asterisk { *).

EXAM DETAIL EXAM DATE INSTRUCTIONS UPLOAD EXAM FILE
Type*: Question 1: Please list any additional instructions not previously provided Note: Exam files can be added on a continual basis.
to SAS. *
Title Or Exam File Note:
Date *: |
Hint: Enter date in the following format Month/Day/ Year (i.e. Select File: (B
12/31/2025). &

| [ choose File | No file chosen |

mm/dd/yyyy

Time: (3

Select | | Select w

Standard Length Of Exam (In Minutes) *:

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

]

Additional Mote For Staff: &

FORM SUBMI

SAVE EXAM DATE > BACKTOLIST >

Page 50f 6



Another option for uploading exam files can be found by selecting the “Upcoming Exams” tab and then navigating to the Upcoming Exam File Upload box at

the bottom of the screen.

@ Session Extender: ON E.D # ALTERNATIVETESTING » UPCOMING EXAMS

COMPLETED FILES

INSTRUCTIONS FOR EXAM ADMINISTRATION EXAM DATES

LOGIN AS INSTRUCTOR
BACKTOMY PROFILE »

> Overview
> Upioad Syllzbus
> Altemative Testing

SIBNOUT >

@ IMPORTANT MESSAGE

An Instructions for Exam Administration form must be submitted for each course section you teach. To access the form, please click on

TIONS FOR EXAM

ITION tab on the upper right side of this sereen

INSTRUCTIONS FOR EXAM ADMINISTRATION

EXAMS WITHOUT FILES UPLOADED

MISCELLANEQUS

2

Courses without Instructions for Exam
Administration
Total Courses with Instructions for Exam
Administration 3

2

Mumber of Exams without Files Uploaded

Other Available Reports:
«  List Students
= Al Exams

| UPCOMING EXAMS SCHEDULED

UPCOMING EXAM FILE UPLOAD

Please selact at legst one exam from the table abowe. Any exams
uploadad through this method will aaly apply to the selected exams.

Tithe Or Exam File Note:

Select File *: (@

Eﬂnﬂenlmn

UPLOADFILE >
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