Guide to Submit Exam Instructions
1. Go to the Disability Services website.
2. Click “Faculty Resources” tab.
3. Select the “Instructor Portal” dropdown and click “Instructor Portal”
OR
4. You may click the link provided in the notification letter sent by Disability Services. 
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[image: ][image: Screenshot of the faculty resources tab on the disability services website with arrows pointing towards the "faculty resources" tab and the "instructor portal" button.]
OR

[image: ][image: Screenshot of the link to submit exam instructions that is provided in the notification letter. Yellow arrow pointing to the link. ]
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5. Use your OneTech username and password to login to the Disability Services portal and click “Next”


[image: ][image: A screenshot of the ATU Single Sign on page with an arrow pointing towards the "next" button.]
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6. Read and acknowledge the FERPA agreement. Then select “Continue to View Student Accommodations” 


[image: ][image: A screenshot of the instructor portal landing page with an arrow pointing towards the "continue to view student accommodations" button.]
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7. Select “Exam Instructions”

[image: ][image: ][image: A screenshot of the alternative testing landing page with arrows pointing towards the "alternative testing" button and the "exam instructions" button.]
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8. You can select the Course using the drop down menu.
9. Then click “View” to enter in the instructions for each specific class. 
[image: ][image: ][image: A screenshot of the exam instructions tab with arrows pointing towards the "navigate to" drop down menu and the "view" button next to the fake course line.]
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10. Fill out the required fields and click “Update and View Exam Dates”.

[image: A screenshot of the exam instructions page.]
[image: ][image: A screenshot of the bottom of the exam instructions page with an arrow pointing towards the "update and view exam dates" button.]









11. [image: ]You can modify exam dates from this menu using the “Modify” button.
12. While you aren’t required to input exam dates, the following screen is where you will do so if you would like to specify when the student can take the exam.  Please be sure to specify how long the class has to take the exam.
13. Once you’ve finished, click “Save”.

[image: ][image: A screenshot of the scheduled exam under the fake course with an arrow pointing towards the "modify" button.]


[image: ][image: ][image: ][image: A screenshot of the additional exam dates page with arrows pointing towards the "type" drop down menu and the "standard length of exam in minutes" box.][image: A screenshot of the form submission options at the bottom of the page with an arrow pointing towards the "save exam date" button.]
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FACULTY RESOURCES

‘These resources provide many answers to questions faculty and staff may have as they work with students who receive accommodations.

INSTRUCTOR PORTAL

‘The Instructor Portal is available to faculty who have students registered with the Office of Disability Services. Through the portal, you can view
student accommodations, access upcoming exam schedules, and manage other important accommodation-related details.

Instructor Portal
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If Testing Services wil be administering your exams, you must use the following link to provide the proctoring instructions for this course section. (If you have already completed this for
another student in this section, you may disregard).

Exam Instructions (or copy and paste the following link to your browser: htps://denali accessibleleamning com/ATU/Instruction aspx?ID=21806&CID=128127&Key=gd1Sy14F)

If Testing Services will not be administering your exams, you are responsible for implementing all testing accommodations as described above and may disregard this link
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Sign in with your OneTech ID and password
Username
Having trouble logging in?
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INSTRUCTOR PORTAL

HOME » INSTRUCTOR PORTAL

Usemame: sleavells.

ACCESS POLICY

Please read the following carefully before proceeding:
By clicking on the following button, | acknowledge that | have read and understand the Arkansas Tech University's FERPA policy as it pertains to student records.

FERPA (Confidentiality Statement)

I may have access to records that contain individually identifiable information, the disclosure of which is prohibited by the Family Educational Rights and Privacy Act of 1974 (FERPA). | acknowledge that | fully understand that the intentional disclosure by me of this information to any unauthorized person
could subject me to criminal and civil penalties imposed by law

Reminders:

« Please REFRAIN from using SHARED (PUBLIC) COMPUTER.

« REMEMBER TO SIGN OUT AND CLOSE THE BROWSER COMPLETELY AFTER YOU ARE FINISHED ACCESSING THIS INFORMATION
Important Note:

« Please REFRAIN from using SHARED (PUBLIC) COMPUTER.

= Remember to Sign Out and Close the Browser Completely After You Are Finished Accessing This Information

CONTINUE TO VIEW STUDENT ACCOMMODATIONS >
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UPCOMING EXAMS

@ session Extender: ON

> Overview

> Add Instructor
> Alternative Testing
> Flex Plan

> Notetaking Services

SIGNOUT >

[R) » ALTERNATIVETESTING » UPCOMING EXAMS

IMPORTANT MESSAGE

UPCOMING EXAMS

COMPLETED FILES

EXAM INSTRUCTIONS

EXAM DATES

Exam Instructions Notice

If you have any questions or need further assistance, please feel free to contact the Office of Testing Services at testingservices@atu.edu or 479-968-0308.

1f you have additional instructions for any of your exams that differ from this agreement, please inform the Testing Services staff. Additional test dates may be added throughout the term.

These Exam Instructions will be used by Testing Services to administer each of your exams throughout the term. You must submit one for each course section in which you have a student utilizing the Testing Center.

=| 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 1o get your code before trying again.

SEND CODETO YOUREMAIL >
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@ Session Extender: ON [R) » ALTERNATIVETESTING » EXAM INSTRUCTIONS UPCOMINGEXAMS ~ COMPLETEDFILES | EXAMINSTRUCTIONS |  EXAMDATES
_ ] IMPORTANT MESSAGE
> Overview
> Add Instructor
Exam Instructions Notice
> Alterative Testing
‘These Exam Instructions will be used by Testing Services to administer each of your exams throughout the term. You must submit one for each course section in which you have a student utilizing the Testing Center.
> Flex Plan
» Notetaking Services If you have additional instructions for any of your exams that differ from this agreement, please inform the Testing Services staff. Additional test dates may be added throughout the term.
If you have any questions or need further assistance, please feel free to contact the Office of Testing Services at testingservices@atu.edu or 479-968-0308.
siGNOUT >
Previous Term ‘Term: Spring 2026 Next Term

Navigate To: | View All Courses v

Go >

REFINE SEARCH >

Records Found: 1 (Showing: 1-1) Show Per Page:
View  Copy  CRN Subject  Course  Section  Course Title Students  ExamDates  MeetingTimes  Notes
View  Copy 01234  FAKE 1001 001 FAKE COURSE 1 1

List Exam Dates v

Bulk Entry
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> Overview

> Add Instructor

> Alternative Testing
> Flex Plan

> Notetaking Services

SIGNOUT >

FAKE 1001.001 - FAKE COURSE (CRN: 01234)

EXAMINSTRUCTIONS  LISTEXAM DATES ~ COPY EXAM INSTRUCTIONS

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

INFORMATION

Exam Instructions Notice

These Exam Instructions will be used by Testing Services to
‘administer each of your exams throughout the term. You must
submit one for each course section in which you have a student
utilizing the Testing Center.

1f you have additional instructions for any of your exams that differ
from this agreement, please inform the Testing Services staff.
‘Additional test dates may be added throughout the term.

If you have any questions or need further assistance, please feel free
10 contact the Office of Testing Services at testingservices@atu.edu
or 479-968-0308.

'CONTACT INFORMATION

Phone Number *

United States of America (+1) v

LIST OF QUESTIONS

Question 7: 1s this exam *

® apaper and pencil exam

O an electronic exam - please supply password (Additional Comment
Required)

Additional Comment:

Question 2. Is a scantron required for this exam?*

O Yes-If so, use the comment box o tell us who is responsible for
providing the scantrons (the student or the instructor). Please also
include the Scantron Reorder Number for the scantron used in your
class. (Additional Comment Required)

® No

Additional Comment:





image10.png
Question 8 How would you like to get the completed exam?*

@ Instructor/Designee Pickup from Testing Services

Retum by Testing Services- please specify delivery location
(Additional Comment Required)

Electronically Submitted (only for computer-based testing when no
test materials are to be retumed to the instructor)

Exam pages scanned and emailed to instructor by Testing Services
staff

Additional Comment:

FORM SUBMISSION

UPDATE AND VIEW EXAM DATES > BACKTOLIST >




image11.png
FAKE 1001.001 - FAKE COURSE (CRN: 01234)

EXAMINSTRUCTIONS ~ LISTEXAMDATES ~ COPY EXAM INSTRUCTIONS

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 Duplicate Delete Type Date Time Length Exams Uploaded No Reminder
Modify Duplicate Delete Midterm Thursday, March 12, 2026 N/A 60 2
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AADD ADDITIONAL EXAM DATE

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

EXAM DETAIL UPLOAD EXAM FILE

Type* Note: Exam files can be added on a continual basis.
Selectone v Title Or Exam File Note:

Date*:

Hint: Enter date in the following format Month/Day/Year (i.e.
12/31/2026).

mmy/dd/yyyy

Time: @

Select v/ | Select v|

Standard Length Of Exam (In Minutes) * :

Select File:

[ Choose Fie o il chosen

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

Skip Automated Exam Reminder:

Additional Note For Staff:
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FORM SUBMISSION

SAVE EXAMDATE > BACKTOLIST >
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