
How to Complete an Alternative Testing Agreement 

1. Log into the instructor online portal through the Instructor Login. 
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2. Select Continue to View Student Accommodations (bottom of screen). 

 
 
 
 
 
 
 
 
 
 
 
 



3. Select Alternative Testing (left side of screen under HOME section). 

 

 

 



4. Select Alternative Testing Agreement (top right of screen). 

 
 

 

 

 

 

 

 

 

 



5. Scroll down and find the class you want to complete an Alternative Testing Agreement for and select 
“Specify Alternative Testing Agreement.” 

 

 

 

 



6. Under Available Options: 
- Exam Management Method - select “ODS Will Proctor Exams” 
- Confirm Task – select “Confirm to Proceed” 

7. Under Form Submission select SUBMIT YOUR SELECTION. 
 

 

 



8. Complete all the required questions of the Alternative Testing Agreement, including entering a number 
where you can be reach outside of the office. 

9. Once complete, at the bottom select SUBMIT AND CONTNUE TO SPECIFY EXAM DATES under Form 
Submission. 

 

 
 

 

 

 



10. Next you will be prompted to enter your exam dates for the semester (Note: you can also upload your 
exams for each exam date at this time if you have the exams prepared). 
- Complete the Type, Date, Time, and Standard Length of Exam (in Minutes) for each exam for the 

semester. 
11. Select Save Exam Date and repeat the process for each exam date. 

 


