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Testing Instruction Form (TIF) 
A Testing Instruction Form (TIF) is an online form that instructors fill out with 
their course exam information for the semester. A few important things to note 
about the TIF:  

 Instructors will not be able to submit a TIF for their course until at least 1 
student has shared their Course Accessibility Letter (CAL) for that section.  

 Instructors will need to upload a TIF for each section of their course, but 
may copy a TIF from one section to another.  

 Instructors must submit a TIF before a student can request 
their exam. Failure to upload a TIF with enough advance notice for the 
student to request their exam will result in the instructor being responsible 
for facilitating the student’s exam accommodations.  

 Instructor contact information provided in TIF is for DRC Testing Staff 
use only.  
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How to fill out a TIF if instructor is proctoring own 
exams OR there are no exams for that class 

Step 1: Login to the Instructor Accommodation Portal using your BoilerKey. 

Step 2: Click DRC Testing in the left side menu bar  

 

  

https://olympic.accessiblelearning.com/purdue/instructor?_ga=2.160891069.1826842318.1629116423-1704403862.1627409045
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Step 3: Find the Proctoring Your Own Exam box in the middle of the page.  

Step 4: Click the drop down arrow for Select Class and highlight the section. Be 
sure you are selecting the correct CRN.  
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Step 5: Click the drop down arrow to select Type. The 2 options are I Will Proctor 
My Own Exams OR My Class Has No Exam.  

Step 6: Click Confirm button 

 

Step 7: If done successfully, there will be a green check mark and System Update 
is Successful message at the top of the page.  
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What if I mistakenly said there were no exams or 
that I would proctor my own? 

Step 1: Go to the DRC Testing Module and find the box that says Exams 
Proctored by Instructor or Class Without Exams  

Step 2: Click Cancel 
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Step 3: If done successful, there will be a green check mark with a System Update 
is Successful message at the top of the page and new TIF may be uploaded.  
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How to fill out TIF if DRC Testing Center will be 
facilitating the exams 

Step 1: Login to the Instructor Accommodation Portal using your BoilerKey. 

Step 2: Click DRC Testing in the left side menu bar  

 

  

https://olympic.accessiblelearning.com/purdue/instructor?_ga=2.160891069.1826842318.1629116423-1704403862.1627409045
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Step 3: Find Specify Testing Instruction Form box at the top of the page.  

Step 4: Click the drop down arrow for Select Class and highlight the section. Be 
sure you are selecting the correct CRN.  

 NOTE: In order for a specific CRN to be listed, at least one student in that 
section must have shared their Course Accessibility Letter (CAL) with you. 
If you are teaching a course and do not see the CRN listed, you will not be 
able to upload a TIF at that time.  
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Step 5: Click Continue to Specify Testing Instruction Form button 

 

Step 6: Fill out Testing Instruction Form questionnaire.  
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NOTE: Providing the anticipated exam date and time windows DOES NOT 
guarantee a seat will be reserved for the student. Students are still responsible for 
scheduling their exam in order to reserve a seat. If a student schedules an exam 
for a date/time you do not approve, you will have the option to dispute the exam 
date/time. More details on how to do that can be found later in this document.  
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Step 7: In the Exam Types field, put how much time the regular class has for each 
exam.  

 NOTE: If you have different proctoring information for each exam, you 
can submit a TIF specifically for any exam type. By putting a time 
allotment in the Exam Types field, you are applying this specific TIF to 
any of those exam types. Students will only be able to schedule an exam for 
the exam type specified in the TIF.  

Step 8: In the Additional Information field, provide the best contact number for 
this exam in the event of any issues. You may also provide any additional note in 
the Additional Note text box.  

Step 9: Click Submit Testing Instruction Form button  
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Step 10: If TIF was submitted successfully, there will be a green check mark and 
System Update is Successful notification at the top of the page. You will also get 
an email confirmation with the TIF responses you provided.  
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What if I want to copy a TIF to another 
section/CRN? 

Step 1: Login to the Instructor Accommodation Portal using your BoilerKey. 

Step 2: Click DRC Testing in the left side menu bar  

 

  

https://olympic.accessiblelearning.com/purdue/instructor?_ga=2.160891069.1826842318.1629116423-1704403862.1627409045
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Step 3: Find the List Testing Instruction Form box near the bottom of the page.  

Step 4: In the first drop down box (Select), find the TIF you are wishing to copy.  

Step 5: In the second drop down box (Copy to), find the class/CRN you want to 
apply the existing TIF to.  

Step 6: Click the Copy button 

 

Step 7: If TIF was copied successfully, there will be a green check mark and 
System Update is Successful notification at the top of the page.  
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What if I need to update a TIF? 

Step 1: Login to the Instructor Accommodation Portal using your BoilerKey. 

Step 2: Click DRC Testing in the left side menu bar  

 

  

https://olympic.accessiblelearning.com/purdue/instructor?_ga=2.160891069.1826842318.1629116423-1704403862.1627409045
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Step 3: Find the List Testing Instruction Form box.  

Step 4: In the first drop down box (Select), find the TIF you are wishing to edit.  

Step 5: Click the View button.  

 

Step 6: Update any of the information provided in the TIF.  

Step 7: At the bottom of the page, click Update Testing Instruction Form button 

 

Step 8: If TIF was updated successfully, there will be a green check mark and 
System Update is Successful notification at the top of the page.  

 

  



18 | P a g e  
 

Student Schedules An Exam – What next? 
When a student schedules an exam, you will get an email notification with all of 
the specific exam appointment information.  
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Dispute an Exam Request 

Step 1: Receive New Exam Request email  

Step 2: Find the section that says “If you would like to dispute the student 
request,…” 

 NOTE: Exam disputes need to be made within 2 days of receiving the 
New Exam Request email.  

Step 3: Click link in email 
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Step 4: Click the drop down box in the Reason for Dispute field.  

Step 5: Pick one of the options: Other, requested exam date is incorrect, request 
exam time is incorrect, OR Student should schedule with department. 

 

Step 6: Please provide more details on the dispute reason in the Additional Note 
field (ex. If reason for dispute is Requested exam date is incorrect, provide the 
date in which the student is supposed to take the exam.) 

Step 7: Click Submit or Update Dispute Request 

 

Step 8: If exam dispute submitted successfully, there will be a green check mark 
and System Update is Successful notification at the top of the page.  
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Provide DRC Testing Center with Copy of Exam to 
Proctor 

Instructors may provide a copy of the exam to proctor by one of the following 
methods:  

1) Hand Deliver Paper Copies to STEW G59 

 Be sure to bring enough copies for all students in the class 
2) Upload a copy to the Instructor Accommodation Portal that DRC 

Testing Staff will print 

 This can be done through the email link in the New Exam Request 
email or directly through the Instructor Portal 

Please do not send exams via filelocker or email. You will be asked to 
upload the exam through the Instructor Accommodation Portal.  This will help 
eliminate any confusion there may be when printing out exams.   

Instructors should provide DRC Testing with a copy of the exam no 
later than 2 days prior to students’ exam appointment. During Final 
Exam Week, please provide a copy of the exam with at least 5 business days’ 
notice.  

  



22 | P a g e  
 

Upload an Exam for Proctoring Through Email Link 

Step 1: Receive New Exam Request email  

Step 2: Find the section that says “If you have an exam in an electronic format…” 

Step 3: Click link in email 
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Step 4: Click Upload Exam  

 

Step 5: Fill out File Information section 

 Exam File Name (Optional)  If this is for midterm 1, name the file 
Midterm 1 

 Same Exams for Everyone  If all students in this section are to have the 
same exam, change this to Yes. If this exam only applies to the 
student/request from the email, keep as No.  

 Select File  You can view acceptable file types by clicking the link at the 
top of the upload page. 

Step 6: Click Upload Exam button 

 

  



24 | P a g e  
 

Step 7: If exam was uploaded successfully, there will be a green check mark and 
Exam was successfully uploaded notification at the top of the page.  
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Upload an Exam for Proctoring through Instructor 
Accommodation Portal 

Step 1: Login to the Instructor Accommodation Portal using your BoilerKey. 

Step 2: Click DRC Testing in the left side menu bar  

 

  

https://olympic.accessiblelearning.com/purdue/instructor?_ga=2.160891069.1826842318.1629116423-1704403862.1627409045
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Step 3: In Select Action, be sure Upload File to Exams is selected 

Step 4: Check the box next to each student who should receive the exam you are 
uploading 

Step 5: Click Confirm your selections button 

 

Step 6: Fill out File Information section 

 Exam File Name (Optional)  If this is for midterm 1, name the file 
Midterm 1 

 Select File  You can view acceptable file types by clicking the link at the 
top of the upload page. 

Step 7: Click Upload Exam button
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Step 8: If exam was uploaded successfully, there will be a green check mark and 
Exam was successfully uploaded notification at the top of the page.  
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Provide Additional Exam Information (ex. Online 
Exam Passwords) through Email Link 

Step 1: Receive New Exam Request email  

Step 2: Find the section that says “If you have an exam in an electronic format…” 

Step 3: Click link in email 
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Step 4: Click Exam Instruction  

 

Step 5: Fill out Additional Exam Instructions section 

 Password for Electronic Exam  Put N/A if no password is needed or it is 
not an electronic exam 

Step 6: Click Submit Exam Instruction button  
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Step 7: If exam additional instructions were uploaded successfully, there will be a 
green check mark and Exam was successfully uploaded notification at the top of 
the page.  
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Provide Additional Exam Information (ex. Online 
Exam Passwords) through Instructor 
Accommodation Portal 

Step 1: Login to the Instructor Accommodation Portal using your BoilerKey. 

Step 2: Click DRC Testing in the left side menu bar  

 

  

https://olympic.accessiblelearning.com/purdue/instructor?_ga=2.160891069.1826842318.1629116423-1704403862.1627409045
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Step 3: In Select Action, be sure Specify Exam Instructions is selected 

Step 4: Check the box next to each student who should receive the exam you are 
uploading 

Step 5: Click Confirm your selections button 
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Step 5: Fill out Additional Exam Instructions section 

 Password for Electronic Exam  Put N/A if no password is needed or it is 
not an electronic exam 

Step 6: Click Submit Exam Instruction button  

 

Step 8: If exam additional instructions were submitted successfully, there will be 
a green check mark and System Update is Successful notification at the top of the 
page.  
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Completed Exam Return Methods 
Completed exams will be returned within 24 business hours of the exam 
completion time. Exams will be returned based on the return method indicated in 
the TIF.  

The return method options are:  

 Scanned copy uploaded to Instructor Portal 

 Pick up from STEW G59  Pick up person will need to bring a photo ID 
with them (preferably PUID) 

 Deliver to IDP for grading  Instructor will need to make sure they inform 
IDP that they will have some exams coming over from DRC Testing Center 

 Online Exam (no exam to return) 

  



35 | P a g e  
 

Downloading Completed Exam from Instructor 
Portal 

Step 1: Receive Completed Exam Uploaded email and follow instructors in email  
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	 using your BoilerKey. 

	Step 2: Click DRC Testing in the left side menu bar  
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	Step 3: In Select Action, be sure Upload File to Exams is selected 
	Step 4: Check the box next to each student who should receive the exam you are uploading 
	Step 5: Click Confirm your selections button 
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	Step 6: Fill out File Information section 
	 Exam File Name (Optional)  If this is for midterm 1, name the file Midterm 1 
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	Step 8: If exam was uploaded successfully, there will be a green check mark and Exam was successfully uploaded notification at the top of the page.  
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	Provide Additional Exam Information (ex. Online Exam Passwords) through Email Link 
	Step 1: Receive New Exam Request email  
	Step 2: Find the section that says “If you have an exam in an electronic format…” 
	Step 3: Click link in email 
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	Step 4: Click Exam Instruction  
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	Step 5: Fill out Additional Exam Instructions section 
	 Password for Electronic Exam  Put N/A if no password is needed or it is not an electronic exam 
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	Step 7: If exam additional instructions were uploaded successfully, there will be a green check mark and Exam was successfully uploaded notification at the top of the page.  
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	Step 3: In Select Action, be sure Specify Exam Instructions is selected 
	Step 4: Check the box next to each student who should receive the exam you are uploading 
	Step 5: Click Confirm your selections button 
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	Step 5: Fill out Additional Exam Instructions section 
	 Password for Electronic Exam  Put N/A if no password is needed or it is not an electronic exam 
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	Step 8: If exam additional instructions were submitted successfully, there will be a green check mark and System Update is Successful notification at the top of the page.  
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	Completed Exam Return Methods 
	Completed exams will be returned within 24 business hours of the exam completion time. Exams will be returned based on the return method indicated in the TIF.  
	The return method options are:  
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