
ALTERNATIVE TESTING

Thank you for your support and collaboration in providing access to 
equitable testing conditions for students with disabilities. The following 
guide gives you all you need to know about using our software.

For any and all questions, comments, or concerns about testing, please 
reach out to AlternativeTesting@ursinus.edu. Thank you!
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Frequently Asked Questions

• What if I don't give exams? To avoid the notifications and any confused emails from students or our office, you 
can fill out a testing agreement to say that you don't give exams. The option is there this year!

• Can I just work out accommodations on my own? Yes! If you'd prefer to work individually with your students to 
meet their needs, that's an option! Just indicate that on your testing specification agreement. If a student still 
submits a request, we'll know to just redirect them to you. Importantly, a moderately-sized classroom (e.g., 
Olin 101) is considered "distraction-reduced" with 8 or fewer students.

• What if I have different instructions for each exam? You can alter your testing agreement at any time! Simply 
log back in before the next exam to change the directions. We have directions for doing so in this guide. 
Always email alternativetesting@ursinus.edu if you need help.

• What if a student requests to take an exam on the wrong day? Please let us know ASAP! We will work with the 
student to make sure that the alternative arrangements work for your grading schedule. Some students may 
need to schedule on a different day because of a flare up or timing concern, so we will assume they've cleared 
their date with you unless we hear otherwise.
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Frequently Asked Questions

• What if I can't get the exam to ODA (online or in person) the day before the exam? Because the exams need to 
be prepared in a specific way so that our proctors understand their directions, it's important that our staff 
have time to arrange the preparations. If you know that you cannot make the deadline (i.e., you're frequently 
finalizing exams the night before), it's important that you make arrangements to deliver the exam to the 
testing location yourself (or ask a colleague) or indicate that the proctors should pick up the exam from your 
office. These are options in the testing agreement.

• I don't want to give my phone number, what should I do? Unfortunately, our software requires us to ask for a 
phone number. However, there is a separate section to provide your preferred method of contact. For the 
Instructor Phone Number section, you can either use your office phone or simply 10 random digits if you 
don't want to provide your number. No one will call you unless you indicate that's your preference!

• How long should I put for the final exam time? You should put how long your final exam is DESIGNED to take. 
Extended time accommodations will be added to that if it goes beyond the allotted 3 hours for all students. 
So, if your final is only designed to take 50 minutes, a student with 1.5x time will have the allotted 3 hours. If 
your exam is designed to take the full 3 hour slot, then a student with 1.5x time will have 4.5 hours.
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Filling out your testing agreement

• It is easiest to fill out your testing agreement(s) at the beginning of 
each semester! This reduces student stress and makes sure that we 
don't miss any student requests. Plus, it reduces the number of emails 
you get :)
o This way, it will also automatically apply to all students in the course!

• We no longer ask you to input your exam dates in the form. It was 
more trouble than the problem it was designed to fix! However, if 
you'd like to give us your exam dates so we can prepare in advance, 
that's always welcome! Please email alternativetesting@ursinus.edu
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Log in to Bear Accessibility using your Ursinus username and password.
If you are newer faculty, you may not have access yet. Please contact Tech Support if that's the case.

This should be your 
home page.

Click "Alternative Testing" on the left
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Here is a dropdown of your classes

Select your course and click "Continue to Specify 
Testing Specification Agreement" 7



Your Class

Click this if you would like your students to use 
our software or otherwise need ODAs help with 
proctors, etc.

Click this if your exams are "take home" or have unlimited 
time, etc. And therefore do not require us to book a 
proctor or add extra time, etc.

Click this if you work individually with your students to 
meet their accommodations and will not need our help 
finding a proctor, booking a space, or giving extra time.

Answer the 
questions to the 
best of your 
ability! There is 
always room for 
further 
explanation in 
the text boxes :)
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ability! There is 
always room for 
further 
explanation in 
the text boxes :)

Concerns about 
this? Please see 
the FAQ!
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Answer the 
questions to the 
best of your 
ability! There is 
always room for 
further 
explanation in 
the text boxes :)

Concerns about 
this? Please see 
the FAQ!

Please put the amount of 
time the final is 
DESIGNED to take! See 
FAQ for more info!

Make sure you 
hit SUMBIT!
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Adjusting an existing testing agreement

• Log in to Bear Accessibility

• Go to "Alternative Testing" on the left

• Select your course under "List Testing Specification Agreement"

• Alter any questions as necessary

• Hit "Update Testing Specification Agreement" at the bottom of the 
page

• Pictures on the following slides :)
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ADJUSTING EXISTING TESTING AGREEMENTS IN BEAR ACCESSIBILITY
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Uploading an exam
• You may receive an email with the link to upload an exam, which makes it 

nice and easy; however, you can also follow the steps below!

• Log in to Bear Accessibility

• Go to "Alternative Testing" on the left

• Select your course under "List Testing Specification Agreement"

• Click "Completed Exam Files" in the top right

• Select the student(s) and hit confirm

• Upload your exam file (pdfs are preferred!)

• Pictures are available on the following slides!
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What to expect when a student submits a request
• As long as the student has submitted the request at least 5 business 

days before the exam, we can accommodate their request

• You will be copied on a calendar invite / email to the student that tells 
them the time and location of the exam. The proctor for the exam is 
also copied. Please feel free to contact the proctor with any 
specifications or questions.
oUsually, we are able to get this confirmation to the student 24 hours before the 

exam. This may be delayed if there was a late request or if there were 
complications related to the proctor or space.

• Students can check that their request went through on the BA portal. 
All testing accommodation instructions for students are available on 
the ODA website.
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