
DSS Instructor Portal Tutorial 
 
The Instructor Portal is designed for instructors and faculty to manage student 
accommodations. Through this portal, instructors can: 

• View and read accommodation letters across all courses in one location. 
• Complete the Testing Agreement for accommodated exams. 
• See all exam requests submitted by students. 
• View a list of textbooks being converted into accessible formats. 
• See assigned interpreters for students. 
• Identify assigned notetakers and review uploaded notes. 

 

Instructor Portal Overview 

 
1. Login to the to the DSS Instructor Portal . 
2. Access the Instructor Overview Page, where instructors can: 

a. See all students with accommodations 
b. View the main accommodations requested 
c. Check whether they have read the faculty notification letter (Only updates if read 

through Instructor Access, not via email) 

 

 

https://www.uab.edu/students/disability/dss-online-portal/dss-faculty-portal


Defaults to current term and list of requested accommodations. The Home Menu on the left 
will always be displayed. 

Announcement 

General announcements for instructors created by the DS staff will display when available. 



Course Notes 

If a course has specific notes that apply only to it, they will display in the course notes drop down. Not all courses will 
have these.

Students Who Requested Accommodations 

Instructors see the overview of all their students, the main accommodations they requested, 
and if the instructor has read their faculty notification letter (only counts if faculty read the 
letter through instructor access. Does not work if faculty reads the letter via email). Instructor 
can click view next to a specific student’s name to see the letter. 



Optional: Acknowledge All Accommodations 

Instructors can use the Handy Tool to acknowledge all accommodations requested. 

 
 



Adding Additional Instructor to Course 

 

For sections assigned to the instructor, they can Add Additional Instructor to the Course or 
Replace All Instructors with the New Instructor. The system will email the proposed instructor 
for confirmation. 



Instructor Portal Modules 

Communication Access 

 

• Instructors can see a list of requests for all of their courses by student with the service. 
Clicking View will display the assignment details. 

Notetaking Services 

 

• Instructors can view a list of students with Notetaking Services in their courses. 



List Notes 

Instructors can download and view notes uploaded to AIM for their classes. 

 

Testing Accommodations 

 

For schools with access to the Instructor Portal after instructors complete the course 
instruction form, the next step is submitting Exam Dates. Instructors should: 

1. Access the testing module within the instructor portal 
2. Select the link to the “Number of Courses without Exam Dates” 
3. For the class the instructor wishes to add exam dates, select “View/Modify Course 

Instruction” 



4. Select “List Exam Dates” from the top menu
5. Add “Exam Details”



Approval Grace Period 
1. Allowance period before or after the scheduled exam date that the exam can be 

scheduled for, helpful for courses that allow students to choose a date within a window. 
This is not shared with the students. (Minimum of 1 day must be selected.) 

2. Upload Exam file 
3. Select “Save Exam Date” 
4. Dates will list with the grace period in parenthesis 

 

Bulk Exam Upload 
1. Instructors can choose from a list of upcoming exams to apply one file to.

 
• In our example, the in class exam is being administered on two different days by 

the DS office, Bruce on 2/4 and Chris on 2/5, the instructor selected both to have 
the same exam file. 
 

2. Once you have selected the exams that need a file, scroll down and enter the file title 
and select the file from your computer to upload and then press the “Upload File” 
button. 



 
3. Once uploaded, the list will identify which exams have a file associated. 

 

Instructors can: 

• Submit a Testing Contract or indicate they will proctor exams 
• View a list of scheduled exam requests 



• See request approval status from disability services
• Upload exams directly

Steps 

1. Click Alternative Testing
2. To change the term, use the Next Term link (top right)
3. Indicate whether they will proctor their own exams or submit a Testing Contract for

disability services
4. View exam requests and their statuses
5. Upload exams directly
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