Welcome to your personal Disability Services (DS) instructor portal! Here you will be able to manage your students accommodated testing, flex agreements, and notetaking services.
When you receive a letter with the Alternative testing please read through the entire letter. This letter may contain single or multiple listed accommodation. This letter will provide guidance on how to work with the student and our office to provide such accommodation.
For students with the alternative testing accommodation applied to your class please click on "Alternative Testing Agreement"
[image: Screenshot of a Disability Services accommodation letter.]


When you click on the "Alternative Testing Agreement link you will be brought to a list of questions which provide a default/baseline set of instructions which are used to administer your exam in Disability Services & DS affiliate testing centers as shown below. Once the form is completed click on "Update and view Exam Dates" you will receive an automated copy of this testing agreement. As shown below.
[image: Screenshot of completed Testing agreement form.][image: Screenshot of Alternative Agreement Form.]Automated email copy of the Alternative Testing Agreement.

Alternative Testing Agreement Form

After you click on "Update and view Exam Dates" You will be directed to the "List Exam Dates" where you will have the option to build a list of exam details, exam date instructions such as additional testing materials for each quiz, exam, mid-term, & Finals. You also have the opportunity to upload the exam which will be securely sent to the DS testing center.
This list of exams & dates will also populate a list of available exams for your student to choose from in their Disability Services Student portal. An example of what your students will see is shown below.
[image: Screenshot of view of populated list of exams input by the instructor and available to schedule in the student portal.][image: A screenshot of a computer screen

AI-generated content may be incorrect.][image: A screenshot of a computer

AI-generated content may be incorrect.] Populated List of Exams and dates.
Option to Upload Exam File located at the end of exam instructions.

Exam details and Exam date instructions


This is what the students will see on their end.
[image: Screenshot of Students view of available exams with instructors list exam input.]

If you don't list the exams the student will have the opportunity to enter and request an exam.
[image: Screenshot of Students view of available exams without instructors list exam input.]
Once a request is made you will receive an automated email notifying you the student has scheduled to take their exam in a disability services testing center. [image: Screenshot of ne Exam Request email notification.]
This automated message provided a secure link to upload the exam to the testing center, if you have not yet done so. Clicking on the Upload link You are greeted with the opportunity to upload the exam for exam file to all students scheduled with the same exam date. or upload the exam file available only to this individual student's exam.



The exam may also be physically delivered to a Disability Services office:
Disability Services Office Locations
Pocatello
Rendezvous Complex, Room 125
921 S 8th Ave, Stop 8121
Pocatello, Idaho 83209-8121
Phone: 208-282-3599
Fax: 208-282-4617
Email: ada@isu.edu
Idaho Falls
BSUB Building, Room 202
1784 Science Center Dr.
Idaho Falls, Idaho 83402
Phone: 208-282-7706
Email: ifexams@isu.edu
Meridian
Sam and Aline Skaggs Health Science Center, Room 841
1311 E Central Drive
Meridian, Idaho 83642
Phone: 208-373-1960
Fax: 208-373-1826
Email: meridiantesting@isu.edu


Let's begin by clicking Alternative Testing located on the left-hand side of your screen. If you are unable to locate Alternative Testing on the left side of your screen, click on the horizontal lines found under the ISU logo.
In the Alternative testing module, you will be able to:
1. Complete your testing agreement
2. List your exams to make the dates and times available for students to select from.
3. Track upcoming exam your student has scheduled with our testing services
4. Securely download completed exams
1. Complete your testing agreement
When you click on your alternative testing agreement you will be brought to a list of classes needing your agreement completed. Click on the "View/Modify Alternative Testing agreement."
[image: ]
You will then be brought to a List of Questions which need to be completed.
Once the questions have been completed click on "Update & view exam dates"
2. List your exams to make the dates and times available for students to select from.
This next step is to list all of your Quizzes, Exams, Midterms, & Final for the semester.

If no exams are listed and made available to the student. The student will be able to select [image: The Exam I'm Scheduling is Not Listed.]and then schedule their exam and manually add dates and time. Once a test or quiz is scheduled by the student you will receive a notification to provide our Disability Services testing staff with the test or quiz in question.

If you List Exam Dates and times, they will populate in your student's portal and they will be able to select from the list you generate.
Instructor portal / alternative testing / List Exam Dates[image: Screenshot of Instructor portal List Exam Dates.]

Instructor Portal – Alternative Testing Module

Student portal / alternative testing / Schedule Exam
[image: A screenshot of a computer

AI-generated content may be incorrect.]
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ALTERNATIVE TESTING AGREEMENT - DETAILS

HOME » ALTERNATIVE TESTING AGREEMENT - DETAILS

> Online Services Home

> Instructor Portal 00.0 - DEMO CLASS (CRN: 88810)

> Start/Resume Application

ALTERNATIVE TESTING AGREEMENT  LIST EXAM DATES.

Note: Required fields are marked with an asterisk (¥).

LIST OF QUESTIONS

Is a computer required?™*

O Yes, it requires access to__ (E.g. Safe Exam Browser, ALEKS,
Moodle). (Aditional Comment Required)

B~

Additional Comment:

Not alltests will be computer based.

s a password required to access the exams?*

® Yes
= For details on providing exam passwords to the DS
office, please review Step 2) Provide Exams to DS
Center of the Altemative Testing webpage.
O No
‘Additional Comment:

Not all exams will be computer based.

‘Select allother allowable materials for the exams.
() scantron (Additional Comment Required)

) Calculator (Additional Comment Required)
©) Note Card (Additional Comment Required)
O scratch Paper

Book

0o

]

Notes

o

Vocabulary List
Formula Sheet

a]

Dictionary

a]

Green Book

Other (Additional Comment Required)

Additional Comment:

Not all tests willallow for additional materials.

Iallow my students in the regular classroom a(n) ___of
tardiness before | will not allow them to take the exams. *

© unlimited amount (as long as they complete their exam by the pre-
established end time)

© specific amount (Additional Comment Required)
‘Additional Comment:
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HELP

SIGN ouT

> Online Services Home

> Instructor Portal @ 'SUCCESS! YOUR ACTION HAS BEEN COMPLETED

> Start/Resume Application
‘The system has successfully saved your action.

SiGNoUT >

00.0 - DEMO CLASS (CRN: 88810)

ALTERNATIVE TESTING AGREEMENT  LIST EXAM DATES

LIST EXAM DATES
Exams. Exam
Modify  Delete  Type Date Time Length GO s
Modify ~ Delete  RegularExam  Monday July 28,2025 0100PM 60 Yes
15 1 Yes

Modify  Delete  Quiz Tuesday, July 29,2025 01:00PM
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s remoter proctoring allowed? *
O Yes
O No

Additional Comment:

UPLOAD EXAM FILE

Note: Exam files can be added on a continual basis.

Title O Exam File Note:
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AALTERNATIVE TESTING AGREEMENT - LIST EXAM DATES

> Online Services Home

> Instructor Portal

> Start/Resume Application

SiGNoUT >

(7)) HOME > ALTERNATIVE TESTING AGREEMENT - LIST EXAM DATES

@ 'SUCCESS! YOUR ACTION HAS BEEN COMPLETED

‘The system has successfully saved your action.

00.0 - DEMO CLASS (CRN: 88810)

ALTERNATIVE TESTING AGREEMENT  LIST EXAM DATES

Note: Required fields are marked with an asterisk (%)

EXAM DETAIL

Type*:
Regular Exam v |

Date*:

Hint: Enter date in the following format Monthy Day/Year (i..
12/31/2025).

on28/2025

Time: @

1M v|[o0 v

Standard Length Of Exam (In Minutes)

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

‘Additional Note For Staff: @

EXAM DATE INSTRUCTIONS

Exam type?*

O Paper
© Computer (eg. Canvas, Tophat etc...)

s a password required? *

© 1f'Yes'please specify in the additional comment box below.
(Additional Comment Required)

No

Additional Comment*
BigApple!

Select all allowable materials:

[ No allowable materials
[ calculator

O Scratch paper

Note card

Straight edge

Notes

u]

Tevthank
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HELP  SIGNOUT

SCHEDULE AN EXAM

BACK TO MY PROFILE >

REQUEST

UPCOMING EXAMS

ALL EXAM REQUESTS

LOGIN AS USER m » MY DASHBOARD » SCHEDULE AN EXAM

0 0.0 - DEMO CLASS (CRN: 88310)

> Overview
> Announcements
> Equipment

> Login and Security
> My Appointments
> My Documents

> MyFiles

> MyEl
> My E-Form Agreements

ity

> My Mailbox (Sent Emails)

> ListRequests

> Alternative Testing

> Communication Access

Note: Required fields are marked with an asterisk (*).

MY DASHBOARD

EXAM REQUEST

TERMS AND CONDITIONS

AACCOMMODATIONS

Available Exam Dates * :

Regular Exam - Monday, July 28, 2025 (01:00 PM)
Quiz - Tuesday, July 29, 2025 (01:00 PM)

The Exam I'm Scheduling Is Not Listed
Date™:

12/31/2025).

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

mm/dd/yyyy

Time*:

Select v| | Select v

Services Requested (As Applicable) * :

« You must schedule your exam at the same time s the rest of
your class unless another time has been approved by your
instructor.

« Please note that DS may approve your exam request; however,
if you scheduled your exam at an unapproved time, DS has the
fight to deny your exam upon your arrival to take the exam.

* Regular exams must be scheduled at least 3 business days in
advance.

« Final exams must be scheduled the Friday before deadweek.
If you do not schedule your exam by the deadlines mentioned above, you

may be required to take the exam with the rest of your class where none
of your accommodations will be honored.
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University

SCHEDULE AN EXAM

LOGIN AS USER |/_|-\|_| » MY DASHBOARD » SCHEDULE AN EXAM REQUEST UPCOMING EXAMS AALL EXAM REQUESTS

BACKTO MY PROFILE > 00.0 - TEST CLASS #2 (CRN: 88889)

Note: Required fields are marked with an asterisk (¥ ).

MY DASHBOARD
> Overview
EXAM REQUEST TERMS AND CONDITIONS
> Announcements
> Equipment Exam Type *:
) i - Youmust schedule your exam at the same time as the rest of your class unless
> Login and Security SelectOne v ‘another time has been approved by your instructor.
> My Appointments - Please note that DS may approve your exam request; however,if you scheduled
campus*: ® ur exam at an unapproved time, DS has the right to deny your exam upon your
> My Documents arrival 10 take the exam.
> MyFiles Select One v - Regular exams must be scheduled at least 3 business days in advance.
- Final exams must be scheduled the Friday before deadweek.
> My Eligibility Date*:
e If you do not schedule your exam by the deadlines mentioned above, you may be
> My E-Form Agreements Hint: Enter date in the following format Month/Day/Year (ie. required to ﬂ:_kl lhe_ﬁl:m with ﬂ: rest of your class where none of your
> My Mailbox (Sent Emails) 12/31/2025). faecommodations will be honored.

ACCOMMODATIONS mm/dd/yyyy

.
> List Requests Time*:

Select v || Select v

> Alternative Testing

> Communication Access
standard Length Of Exam (In Minutes) *: @

> Flex Plan

> Notetaking Services

‘Services Requested (As Applicable) * :
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This email was copied to

« brennaallen@isu.edu

« halleric@isu.edu

We have received your exam request.
Student: Wonderful Student (Test)

Course: 0 0.0 - DEMO CLASS (CRN: 83810)
Campus: Pocatello Campus

Exam Type: Regular Exam

Date: Monday, July 28, 2025

Start Time: 01:00 PM

Standard Length of Exar 60 Minutes

End Time: 02:30 PM (90)

Location: To Be Determined

Approved Accommodations:

« Extra Time 150

Test Drop Off Options.
In order to provide this test to our office, please complete the option below that best fts your needs.

Upload Test Of
Ifyou have this test in electronic format, then please use the following link to pload this test to our secure database

Link to upload exam: Upload Exam (or copy and paste the following lnk to your browser: htps-//denali accessiblelearning com/|SU/ExamFile aspx?ID=
E014089230658198Key=NsihtRvK)

Hand Deliver Option
Ifyou have this test in paper format, then please hand delivery it to the Disabilty Services testing center where your student will be testing at

Ifyoudike to explore additional options for dropping off
about uploading this exam

s exam, then please contact Disability Services for your respective campus with any questions

Pocatello DS
208.282.3599 or disabilityservices @isu.edu
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Status: View/Modify Altenative Testing Agreement
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ALTERNATIVE TESTING AGREEMENT

LIST EXAM DATES

COPY ALTERNATIVE TESTING AGREEMENT

AUTHENTICATE TO DOWNLOAD EXAMS

For additional security during your session, we require additional authentication before you have access to download exams. It may take up to 1 minute to get your code before trying again.

SEND CODETO YOUREMAIL >

LIST EXAM DATES

Modify Delete Type Date Time Length Exams Uploaded
Modify Delete Regular Exam Monday, May 26, 2025 02:05PM 120

Modify Delete Final Friday, May 30, 2025 10:00 AM 180

Modify Delete Quiz Tuesday, May 27, 2025 01:30PM 180

Modify Delete Midterm Monday, June 02, 2025 12:15PM 120

Modify Delete Quiz Wednesday, June 04,2025 12:15PM 15

Modify Delete Tuesday, June 17, 2025 08:00 AM 15
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Idaho State
University

SCHEDULE AN EXAM

LOGIN AS USER » MYDASHBOARD » SCHEDULE AN EXAM

o
REQUEST 'UPCOMING EXAMS /ALL EXAM REQUESTS
00.0 - TEST CLASS (CRN: 88888)

MY DASHBOARD
Note: Required fields are marked with an asterisk (*).

> Overview

> Announcements

EXAM REQUEST
> Equipment
> Login and Security Available Exam Dates *
> My Appointments o
> My Documents Select One
> MyFiles | Regular Exam - Monday, May 26, 2025 (02:05 PM)
uiz - Tuesday, May 27, 2025 (01:30 PM

> My Eligibility a . Mey ¢ )

Final - Friday, May 30, 2025 (10:00 AM)
> My E-Form Agreements Midterm - Monday, June 02, 2025 (12:15 PM)
> My Mailbox (Sent Emails) Quiz - Wednesday, June 04,2025 (12:15 PM)

Quiz - Tuesday, June 17, 2025 (08:00 AM) | (&3
ACCOMMODATIONS The Exam I'm Scheduling Is Not Listed

mmy/dd/yyyy
> List Requests
> Alternative Testing Time*:
> Communication Access Select v|| Select v
> FlexPlan Services Requested (As Applicable) * :
> Notetaking Services

Hint: You are required to make a minimum of 1 selections.

SIGNOUT > [ Extra Time 1.50x [ Reduced Distraction Testing
Room

Total Exam Length:

0 Minutes

Exam Ends At:

Not Available
Required Technology (f Applicable):

O Computer O ipad

Additional Note:

TERMS AND CONDITIONS

+ Youmust schedule your exam at the same time as the rest of
your class unless another time has been approved by your
instructor.

+ Please note that DS may approve your exam request; however,
if you scheduled your exam at an unapproved time, DS has the
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This email was copied to

« halleric@isu.edu
« brennaallen@isuedu

Summer 2025 - 0 0.0 - DEMO CLASS (CRN: 88810)
‘Wonderful Student (Test)

The above named student or program participant has demonstrated a need for adjustments to academic requirements, programs
and/or services provided by the University and is considered a covered person with a qualifying disability as per applicable laws. Based
on this student or program participant's individual needs, disability documentation and/or recommendations from heaith care providers
or educational specialists etc.. the following academic adjustments are appropriate.

Please complete the Disability Services (DS) Alternative Testing Agreement by accessing the link below:

Alternative Testing Agreement (or copy and paste the following link to your browser:
https:/idenali.accessi 15px?ID=687998CID=2330488 Key=Qti2mv5h)

This testing agreement

- Ensures this student is provided with their altemative testing accommodation(s) when testing in the DS Testing Center.
- Provides exam parameters so the DS Testing Center can properly administer exams.

- Only needs to be submitted once for this course section and is valid for the entire semester.

- Automatically applies to any students who have testing accommodations in this course section

1. Alternative Testing

Important reminder to students and instructors:
o Visit Alternative Testing Responsibilities o review your responsibiltes.

Important reminder to instructors who give tests through Moodle and have a student with an extra time accommodation
o Visit Extending testing time in Moodle

This student's alterative testing accommodations are listed below:
o Extra Time 1.50x

50% extra time on all traditional timed exams and quizzes. Traditional exams and quizzes (e.g. short-answer, multiple
choice, essay. fill in the blank, etc.) may be designed with time limits; however, time itself is not essential to what the
exam/quiz is measuring. Instructors should noltify students in advance f there are any non-traditional exams/quizzes
in the course (e.g. timed case simulations, practical skill demonstrations, etc.) for which time is essential to what the
exam/quiz is measuring. This wil allow students the opportunity to contact Disability Services to engage in an
interactive process. The interactive process will explore how time is essential to what the non-traditional exam/quiz is
measuring and if other reasonable accommodation(s) could be considered to support equal access.

Instructors: For steps on how to extend testing times in Canvas, please visit Extending testing time in Canvas
This extra time accommodation does not apply to take-home exams.

o Reduced Distraction Testing Room
The student should be provided a foom with reduced distraction while taking tests including quizzes, exams, and
finals

If you face barriers testing at home (i.e. spotty WiFi, background noises, etc.), then visit Alternative Testing
Responsibilities to review your responsibilities for testing in a Disability Services testing center.
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This email was copied to

« brennaallen@isuedu
« halleric@isu.edu

Class: 0 0.0 - DEMO CLASS (CRN: 88810)
To review this instruction or make any modification: Instructor Portal
Type: Testing Agreement

Phone: 2082823599

Status: Confirmed

ist of Questions

1. Is a computer required?
No
Additional Comment:
Not all tests will be computer based.
2.1s a password required to access the exams?

Yes
o For details on providing exam passwords to the DS office, please review Step 2) Provide Exams to DS
Testing Center of the Alternative Testing webpage.

Additional Commes

Not all exams will be computer based.
3. Select all other allowable materials for the exams.
o Notes
Additional Comment:
Not all tests will allow for additional materials.
4.1 allow my students in the regular classroom a(n) ____ of tardiness before | will not allow them to take the exams.
unlimited amount (as long as they complete their exam by the pre-established end time)
5. Can students take exams at an altemate day or time in the event of a time conflict?
No
6. What should students do If clarification is requested during an exam?
Have students answer the question and write desired clarification in the margins of the exam
7. Method of exam retun:

DS will scan and e-mail exams to my ISU e-mail address

Disability Services
Idaho State University

Pocatello DS: 208.282.3599 disabiltyservices@isu.ed
Idaho Falls DS: 208.282.7706 disabiltyservices@isu.edy
Meridian DS: 208.373.1732 dsmendian@isu.edy






Instructor Portal  –   Alternative Testing Module   W elcome to your personal  Disability Services (DS)  instructor portal! Here you will be able to manage your   students accommodated testing,   fl ex agreements, and  n otetaking services.   When you receive a letter with the Alternative testing  p lease read through the entire letter. This letter may  contain single or multiple listed accommodation. This letter will provide guidance on how to work with  the student and our office to provide  such   accommodation.   For students with  the  alternative testing  accommodation applied to your class   please click on  "Alternative Testing Agreement "        

