
 

UPLOADING / DELETING EXAM FILES 

EMAIL NOTIFICATION 

When a student makes an exam request, and it has been approved, you will receive an email notification with 
their accommodations, date, and the exam time’s estimated start and stop time. Although there is a link at the 
bottom to upload the exam, THIS IS NOT our preferred method.  

 

 



 

 

There may be multiple students in the course, and sometimes students schedule exams earlier in the semester. 
The best practice is to login to AIM Portal and upload the exam. 

Once you log in, you will see a screen that reminds you about the FERPA policy. Press the “Continue to view 
Student Accommodations" button: 
 

 

 

 

 

https://sanford.accessiblelearning.com/Augusta/Instructor/


 

Next, click on “Alternative Testing” located on the left tool bar under the “Home” section. 

 

 

 

 

 



 

If you are ready to upload the current exam, scroll to the “Upcoming Exam File Upload” 

1. Scroll to select the CORRECT STUDENTS, DATES, COURSE and, SECTIONS (if you teach multiple courses or 
sections, they will appear on this page as well). 

2. Expand the “Upcoming Exam File Upload” section. Enter the “File Title” and select a file to upload.  
3. Next, click the “Upload File” option to upload the exam.  

 



 

After the exam is uploaded, you will see a message with a green checkmark that confirms the exam was uploaded 
successfully. 

 

Nota bene: If there is a typo on the exam, the wrong exam was uploaded, or any other issue, you can select the 
“Delete” option for the exams previously uploaded: 

 

To upload the new exam, you will need to repeat the previous steps. 



 

Specifying Exam Instructions  

If instructors have not specified their exam dates or instructions, they can do so for each date when uploading 
exams. After uploading your exam, scroll down to scroll to the “Upcoming Exams Scheduled” section. There, you 
can select the “Specify instructions by Student” link. 

 

 

 



 

Instructions pertaining to a specified exam can be entered under the “Instructions By Student” section. Although 
this section is titled “Instructions By Student”, students will not be able to enter any information regarding the 
course or exams. After exam instructions are specified, select the “Update Exam Instruction” at the bottom.  

 

                           

After the information is confirmed, you will see a message with a green checkmark that confirms the exam was 
uploaded successfully.  
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