How to Create the Alternative Testing
Agreement in Your MyDSS Instructor Portal

The Disability Support Services (DSS) department provides Alternative Testing Services for instructors
who have students who qualify for alternative testing accommodations under the ADA.

The Alternative Testing Agreement serves to communicate your in-class and/or remote testing
conditions to DSS Proctors, to best replicate the conditions in your classroom/testing environment.

Please remember that the information you provide will be applied to all tests your students take for
your course throughout the quarter. For testing conditions related to a specific exam, please inform DSS
through email or by following the Exam Instructions guide on the DSS Intranet page.

You will only need to fill out one testing agreement per course, and only if you have a student who
gualifies for alternative testing accommodations.

You can access the Alternative Access Agreement from the student’s Notice of Accommodation letter
that was sent to your email, OR through your MyDSS Instructor Portal.

Step 1a: How to Access the Alternative Testing Agreement in your MyDSS Instructor

Portal through your Email
When a student submits a Notice of Accommodation letter to their instructor, the letter will be sent to
the instructor’s CBC email address.



The email subject willl be formatted as: ‘[DSS] Student’s Last Name — Course Name - (CRN: H#####) -
Notice of Accommodation Letter Term’

The sender address will be ‘dss@columbiabasin.edu’

For students with Alternative Testing Accommodations, the email will include a red box with a link to the
Alternative Testing Agreement.

Click the link.

1ue &/8/20435 (103 AM
C ColumbiaBasin - Disability Support Services <dss@columbiabasin.edu>
[DSS] Mouse - AIM 1.1 - AIM TRAINING (CRN: 1234) - ADA Accommodation Letter Summer 2023
To Van Winkle, Sarah; Peterson, Nancy

Cc  Disability Support Services
Suggested Meetings
Professor Sarah Van Winkle, Nancy Peterson
Your student, Mickey Mouse, has provided Disability Support Services with documentation that qualifies them under the ADA, as well as federal and state disability legislation, to receive the following academic
adjustments, and/or auxiliary aids and services for this quarter. Columbia Basin College is required by law to provide accommodations to gualified students. Some accommodations require use of assistive technology

and/or personal devices, like a cellular telephone (smartphone) or laptop computer. Please meet with the student to review these accommodations together.

Click to access your Instructor Portal

If you have any g i ing the dations listed below, please call the Disability Support Services for consultation at (509) 542-4412 or at dss@columbiabasin.edu.

Please click the following link to fill out the Testing Agreement for your course. The Testing Agreement serves to communicate your testing conditions to the DSS proctor, in order to best replicate the conditions in your
classroom. You will have the opportunity to update your Testing Agreement at any time. Alternative Testing Agreement (or copy and paste the following link to your browser:
https://kea.accessiblelearning.com/ColumbiaBasin/TestingAgreement.aspx?1D=104298CID=76554&Key=twWSTIOR)

You will directed to the Alternative Testing- Alternative Testing Agreement by Instructor page in your
MyDSS Instructor Portal.

Continue to Step 2 of this guide.

Step 1b: How to Access the Alternative Testing Agreement in your MyDSS Instructor
Portal

You can access the Instructor Portal through the link in the Student’s Notice of Accommodation letter,
the DSS Intranet page, or here: MyDSS Instructor Portal Sign In Link

You will then be directed to your Instructor Authentication Page.

Click the Continue to View Student Accommodations button.

Home » Instructor Homepage » Instructor Authentication Page

m INSTRUCTOR AUTHENTICATION PAGE

> DSS's Main Website Username: svanwinkle@columbiabasin.edu

Once you finish with your session, Please read the following prior to completing the form:

please do not forget to Log Out By clicking on the following button, 1acknowledge that I have received and understand the schoal's FERPA policy as it pertains to
and Close Your Browser. student records.
Log Out FERPA (Confidentiality Statement)

Along with the right to access the records of students comes with the responsibility to maintain the rights of students particularly as
outlined in the Famiy Educational Rights and Privacy Act (FERPA). Student Records are open to members of the faculty and staff who
have a legitimate need to know their contents; however, you do have a responsibility to maintain confidentiality.
Reminders:

« 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 |



mailto:�dss@columbiabasin.edu�
https://kea.accessiblelearning.com/ColumbiaBasin/instructor/

You will be directed to your MyDSS Instructor Portal Overview page.
In the Views and Tools sidebar menu, click on the Alternative Testing link

Qverview

~

» Alternative Testing ANNOUNGCEMENT

Alternative Formats Welcome to your DSS Instructor Portal.

v v

Communication Access This portal is designed for you to manage accommodations for students with disabilities who are enrolled in your courses.

Your can:

You will be directed to the Alternative Testing page.
Select the class for which you are going to complete the Alternative Testing Agreement

Click the Continue to Specify Alternative Testing Agreement button

ALTERNATIVE TESTING List Exams ~ Completed Exams Fies  Students’ Courses
SPECIFY ALTERNATIVE TESTING AGREEMENT
Select Class: | AIM 1.1 (CRN: 1234) - AIM Training v

Continue to Specify Alternative Testing Agreement

You will directed to the Alternative Testing- Alternative Testing Agreement by Instructor page in your
MyDSS Instructor Portal.

Continue to Step 2 of this guide

Step 2: Filling out the Alternative Testing Agreement for your course:
The Alternative Testing Agreement has 4 questions that will assist DSS proctors in best replicating the
testing conditions in your classroom.

In the Alternative Testing Agreement section:

1. Indicate whether you allow your students to use any specific testing materials on exams. (For
example, a calculator, limited notes, a periodic table, etc.)

2. Provide any additional information you would like DSS proctors to know, or instructions to
follow. (For example: Collect math homework and deliver to Instructor along with completed
test.)

3. Decide how you would like DSS to deliver completed exams to you.

In the Exam Types section:

List the regular class exam length for each of the 3 exam types.

In the Additional Information section:
Provide a phone number where the DSS proctor can reach you if necessary.

Click the Submit Alternative Testing Agreement button.

This will notify DSS of your students’ testing conditions.
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