
Overview of the Testing Agreement 

A Testing Agreement is a digital form filled out by the instructor within the AIM Instructor 
Portal, detailing the exam guidelines for each course. 

 

How does an instructor complete a Testing Agreement? 

The Agreement can be accessed in two ways: 

 Through a link provided in the Faculty Notification Letter (accommodation letter) sent 
via email – see the example screenshot below from the emailed letter. 

 

 Alternatively, it can be accessed by logging into the AIM Instructor Portal and navigating 
to the "Accessible Testing" page. 

 

 

 

 

 



 

When does an instructor need to complete a Testing Agreement? 

After a student and the PLC finalize course accommodations, the instructor will receive a 
Faculty Notification/Accommodation Letter. This email will include a link that, when clicked, 
directs the instructor to the Testing Agreement Form for the specific course in the AIM 
Instructor Portal. 

 

 

 

 

 

 

 

 

 

 

 

 

 

o It is crucial to complete the Testing Agreement as soon as possible. Without it, 
students can only schedule placeholder exams and cannot test, until the 
completed Testing Agreement is on file.  
 

o The Testing Agreement provides the PLC with a clearer understanding of the 
exam parameters for the course and helps instructors become familiar with the 
PLC’s testing policies and procedures. 

 
o A Testing Agreement is required once per semester for each class, with the 

option to apply it to all students in that course. The agreement can also be 
copied across multiple course sections. 

 



 

How can an instructor view or edit a Testing Agreement after submission? 

Instructors can access and update a Testing Agreement after it has been submitted by following 
these steps: 

 
1. Log in through the AIM Instructor Portal. 
2. Select the “Alternative Testing” link located on the left side of the page under 

“Views and Tools.” 
3. Under the “List Testing Agreement Form,” you will find two drop-down menus. 
4. Use the first drop-down list to choose the course associated with the Testing 

Agreement you wish to view or edit. 
5. Click “View.” 
6. Make the necessary changes and click “Update Testing Agreement” at the 

bottom of the page. 

 

 


