
How to Fill Out OA Testing Information Form

1. Instructor receives email notification of students request (NOTE: If the student has 
provided incorrect information, you can respond to this email to notify OA Testing Center 
Staff)





2. Locate RED box at bottom of email. Click OA Testing Information Form 
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3. Review Description and Instructions


4. Instructor can indicate if they will be proctoring there own exams or NO exams in course  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5. Complete form with information about your exams for the semester 


6. Provide exam dates for the entire semester  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7. Provide your standardized length of exams, phone number and a note. The note is not a 
required field, but this allows you to expand on any details OA needs to properly 
administer your exams. The student will NOT see your phone number or the additional 
note


After Completing the Form 
1. A confirmation email with a copy of the OA Testing Information Form will be sent to your 

Auburn email. (NOTE: If you need to make changes to the form please contact: 
oaexams@auburn.edu) 


2. OA Testing Center will apply information from this form to schedule exams requested by 
students in your course. 


3. When an exam is scheduled you will receive a detailed email. You will also have the option 
to upload your exam to our secure AIM portal in this email. 


4. If you choose not to upload your exam to AIM, you can email the exam to 

oaexams@auburn.edu or bring a physical copy to 1244 Haley Center. (NOTE: We ask that 

you deliver the exam to OA at least 24 hours in advance)

5. You will be notified once the student has completed the exam and the exam will be 

returned according to your preference on the OA Testing Information Form. 
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