Instructions for Instructors 
How to complete a testing agreement:
1. Log in to AEC Connect with your DuckID and password. This will take you to your Instructor Portal.
 
2. Click “Continue to View Student Accommodations”.  
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3. Next, click “Alternative Testing” on the left side of the screen. 
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4. Click “Testing Agreement” at the top right of the screen. 
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5. Find the course you are completing the testing agreement for and click “Specify Testing Agreement”.
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6. Under “Exam Management Method”, choose an option from the dropdown menu:
· AEC Will Proctor Exams: AEC, in partnership with University Testing Center, will proctor accommodated exams for this course when requested by students. 
· I Will Proctor My Own Exams: Instructor will provide testing accommodations themselves. No testing agreement needed. Selecting this will give a message to students in AEC Connect that exam requests are not needed for this course.
· Important Note: If you want to provide testing accommodations on your own, independent of AEC/University Testing Center: Please ensure you can provide ALL accommodations (e.g. ability to listen to music, individual room, etc.). Double check your students' approved testing accommodations. If you are unsure if you can provide all accommodations, it is advised to have AEC proctor your exams instead.
· My Class Has No Exams: Class does not have any exams. No testing agreement needed. Selecting this will give a message to students in AEC Connect that exam requests are not needed for this course.
· My Class Has Only Take-Home/Non-Proctored Exams: Class only has take-home exams. No testing agreement needed. 
· Important Note: The instructor is responsible for adding any approved extra time amounts in Canvas. AEC/University Testing Center does not have access to your Canvas site.
 
7. Next, click “Confirm to Proceed” and “Submit Your Selection” at the bottom of the screen. 
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8. Complete the “List of Questions” and “Contact Information”.

[image: ]
9. Scroll to the bottom of the page and click “Update and View Exam Dates”. 
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10. Fill in the exam details for all exams that will be given this term, including the final:
· Exam Type: Quiz, Exam, Midterm, or Final
· Approval Method
· Date
· Time
· Standard Length of Exam (in Minutes)
· Additional Note for Staff if needed (optional)
 
11. After you enter each individual exam, click “Save Exam Date”.
· The “Back to List” button will take you to the list of all your exam dates. 
· If you have the exam ready, you can upload it under “Upload Exam File”.
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12. [bookmark: _Int_RXoYU7MN]Your testing agreement is now complete! Thank you for your help in providing accommodations for AEC students! Please reach out to aectesting@uoregon.edu if you have any questions. 
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