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How to Complete the Alternative Testing Agreement (ATA) in the
Student Disability Services (SDS) AIM Database

ALL instructors should complete an ATA in the SDS database so that SDS can handle
each student request submitted in a timely manner.

1.

Click the link at the bottom of your Course Access Letter or log in to the Faculty
Portal from sds.utk.edu and sign in with your UTK Net ID and password,
following the prompts for 2-factor authentication.

Once signed in, please review any posted reminders, and then click Continue to
View Student Accommodations.

Next, locate the View and Tools side bar menu, which will appear on the left-
hand side of your screen, and click on Alternative Testing.

Once on the Alternative Testing page, use the drop-down menu to select the
class for which you are providing an ATA. Then click the Continue to Specify
Alternative Testing Agreement.

This page is the Alternative Testing Agreement form. Please be sure to respond
to each question completely. Students will be able to see the information you
enter into the numbered questions on the ATA. As such, be sure not to include
any private information, such as a password for a computer-based QTF.

Please note that you should share more specific information about QTFs by
completing Specify Exam Instructions. The instructions are included below.



7.

8.

9.

After completing the numbered questions in the ATA, you will encounter the
Specify Dates section. Please select the request type, date of the QTF, standard
duration that students will be receiving in the classroom for each of the applicable
exam types (e.g. final, quiz, and test). Please do not include extended time
accommodations in these durations. SDS will add the appropriate amount of
extended time for each student who has that accommodation. Add any notes
about that QTF in the note box and click Add Additional Exam Date. This ATA
is for the entire semester. Complete all assessment types that will be given
so students can attach a request to each.

= Te=T=1T = ===

Test 09/30/2022 50 Minutes Modify Delete
Test 11/04/2022 50 Minutes Medify  Delele
Test 12f02/2022 50 Minutes Modify Delete

*{ Specify Dates

Request Type *: | Select One v
[

Hint: Enter date in the following format Month/Day/Year (i.e. 12/31/2010).

Standard Length of Exam in Minutes I:l

(Without Extra Time) *:

MNote:

In the Additional Information section, please provide your phone number, so that
SDS may contact you during a student’s exam should questions arise. You may
provide additional information below that, such as “contact via text only”. Please
note that your phone number and additional information you provide in this
guestion will not be visible to students.

*{ Additional Information |

Instructor Phone Number: _

Hint: Enter 10-digit number only.

Additional Note:

Please take a moment to review all dates, times, and instructions for accuracy,
then click the Submit Alternative Testing Agreement button.
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10.When an ATA is submitted for a specific course and section, the information is
automatically applied for each student who has requested exam
accommodations in that CRN. To COPY the ATA to a different CRN of the same
course, log in to the Faculty Portal and select Alternative Testing from the Views
and Tools menu on the left side of the page. Under List Alternative Testing
Agreement, select the course, then click Copy to and the select the course to
copy, then click Copy.

How to Modify or Copy An Alternative Testing Agreement to Another Section or
Course*
*copying recommended only if the dates, durafions, and all instructions are exactly the same

Once an Alternative Testing Agreement (ATA) has been submitted, it can be modified or
copied from the same menu.
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ALTERNATIVE TESTING

To modify,_“Select” the ATA,

click Views.
LIST ALTERNATIVE TESTING AGREEMENT
|
Hint: If you need to make ary changes, please select the following Altermative Testing
Agresments and chick View. 1 you would ke to make & copy of your Alernative Testing To COpY: “Calect” the ATA
Agresment bo arother courss, please use the follovang function to select your source . ‘T_ ' .
Abernatie Testing Agreermsenl ad your ot courss, 'C':lp\" to"” the course you Wwish
to transfer the instructions from
Select Select One hd Wiew .
the “Selected ATA, then click
Copey bz W Copy # ”CDID\," ”

11.You may also modify a previously submitted Alternative Testing Agreement in the
Faculty Portal. In the Views and Tools menu on the left side of the page, select
Alternative Testing. Select your course from the drop-down menu, then click
“View.” This will open the ATA you previously completed.
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12.Make any changes necessary and click the Update Alternative Testing
Agreement button. If you have multiple students, select “Update All Alternative
Testing Agreement” so that the changes are copied to all students. SDS testing
staff will then receive an email with the updated items noted in red.

Important Mote: If yvou use Update All Alternative Testing Agreement, the system will automaticalby
copy this Alternative Testing Agreement's content to all students in the same course.

Update Alternative Testing Agreement | ‘ Update All Alternative Testing Agreement | ‘ Back to List
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How to Upload an Exam in the SDS AIM Database
Log in to the Faculty Portal from sds.utk.edu.

From the Alternative Testing page (below), for Step 1, select from the drop down,
“Upload File to Exam(s).” On step 2, select to which request(s) it applies by checking
the little box to the left of the request, in this case the top 3 requests. Tip: Watch your
dates. If a student has not requested an exam, this page will not have any requests as
in Step 2.

On Step 3, click, “Confirm Your Selections.”

Pk Radeen Denme’ Sy Prodde Moy Madbox (Semt | Madh) Sagn Out
Logia As Festure ALTERNATIVE TESTING Lut Game  Completed Ciamg Pley  Studerts Courms

| Rt o Statt
LIST ALTERNATIVE TE STING AGREEMENT

vty 3 you reed B make sy changes. Sease seiect B folioming Aberatve Testeg

) Overven Agevmacts o thih Van J you noME e 10 ke 8 00y o your Aderrative Testng
Agreemant 1 ancther coume. Peste uew the falowing function &5 seiect your source

> Cowre Sylabe
Anernative Testeg Agreerart a0d your othere tourse,
> Anarnativn Testing - - - =
i
> Swen | Select One View
> Notetaing Sees Copy 4o v | Copy |
) Communaanan Access

STEP 1. SELECT ACTION

Aewiaie Tode | Specify Exam Instrections v
_{ Upioad Fie to )

Wi Tetng Corter

3 December 13
Deedre 82 fatom Eovoment 33
%04 STEP 2. SELELDZS0 AL Suam Dutads SURSES

Mink: Chack the box nact 13 sach siudent who SNauld Meceve e Gaam yOu e Lloedng.

STEP 3 . CONFIRMATION

| Conlem Your Selections

Mo Exam Mas Bean Uplosded

The next page is fairly self-explanatory, with the usual browse button to find your file
and upload it.
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How to Specify Exam Instructions for Individual Quizzes, Tests, and Final Exams

(QTFs)

Log in to the Faculty Portal from sds.utk.edu.

From the Alternative Testing page (below), for Step 1, select from the drop down,
“Specify Exam Instructions.” On step 2, select to which request(s) it applies by
checking the little box to the left of the request, in this case the top 5 requests. On Step
3, click, “Confirm Your Selections.”

Wkorw Sudin Dinned My Profile My Madbox (Sent £-0h)  Sige Oue
Conpem Ax 1 ratiore ALTERNATIVE TESTING Lot Gams  Completed Ciame Ples  Stacents Courms

Raturn Ao Stalt
LIST ALTERNATIVE TESTING AGREEMENT

bty ¥ you newd £ make sy changes. sease seiect the flioming Aberatve Testeg

) Overvew Agreaments s thek Viam, I you wouAd e 19 make & coty of your Alurmative Testng
Ageament 12 ancther coure. peste ves the faliowing funchon & swect your wource
Arerative Testeg Ageerert d your o tourse.

3 Cowrne Sylaine
> Adwatin Testng
2 Aderatie formaty

Tt Select One Voww
3 Notetabing Sevices Capy 3 v [ copy

) Commraatan Accoss
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Agproved < ws Detad

Asproved - Vo Datad

Approved - i Dad

Processiog - vVa= Outal

Processing - Yien Cetal

STEP 3 . CONFIRMATION

| Conflem Your Selections

Mo Exam Mas leen Uploaded

The next page is fairly self-explanatory. The four questions here are not seen by the
student, so this is where we ask that you supply any information, such as a password,
that should remain hidden from students.
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