	
	
	



Requesting Accommodations
Requesting accommodations is a process that must be done every quarter through your Student AIM Portal.  Once you’ve logged in to the Student AIM Portal, the beginning of the accommodations request process is located in the “Overview” section of your Dashboard – the default homepage when you log in. Find the heading “Select Accommodations for your Class.”
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Step One: Select Class(es)
Find the box labeled “Step 1: Select Class(es).” If you finished registering for classes more than 48 hours ago, but don’t see some or all of them listed here, contact Enrollment Services via email at enrollmentservices@shoreline.edu or via phone at (206) 546-8611. 
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To select a class, click the checkbox next to it. You can select as many of your classes as you like. We do recommend requesting accommodations for all classes for which you might end up using accommodations. You do have the option of coming back and requesting accommodations later if you decide you want to use them. It is important to note that accommodations are not applied retroactively and will only be made available from the date you request them.  
Once you’ve checked the classes you want, click the gray button labeled “Step 2 – Continue to Customize Your Accommodations” as seen below:
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Navigating the Accommodation Request Page 
The Step 2 button will take you to a page where you can select the accommodation you want for each of your classes.
The major fields on the Select Accommodations page are the following:
· Course Heading: The gray bar at the top lists the Course ID, Name, and Course Reference Number (CRN). 
· Course Information: Lists instructor’s name, and information about when and where the class meets. 
· Wrong CRN box: If you have accidentally selected a class for which you do not wish to use accommodations, select this box. Then you can continue to select accommodations for your other classes and your submission will be accepted.
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These first three parts can help verify which class you are selecting accommodations for. Once you know you’re looking at the right class, you can move on to the box that’s labeled “Select Accommodation(s) for…” followed by the course ID for your class. The following includes some important notes:
Inside the box, each of your accommodations will be listed with a checkbox next to each of them.
· By default, all accommodations are automatically selected. 
· If you do not want one of the auto-selected accommodations, uncheck it.

When you’ve finished with one class, move to the next.  Once you’ve finished with all the classes for which you want accommodations, click the button labeled “Submit Your Accommodation Requests” located near the bottom of the page.
Accommodations Request Submitted
[image: ]When you’ve submitted the request, your browser will return you to your Dashboard.  There will be a notification at the top of the Overview section confirming that your accommodation requests have been submitted to the system and will be processed by Student Accessibility Services (SAS) before being sent to your instructors.
Your Eligibilities (your accommodations) 
You will be copied on the emailed notifications that are sent to your instructors about your accommodations.
To see your accommodations listed at any time, click the “My Eligibilities” link on the left-hand menu in your Student AIM Portal.
Questions?
Please feel free to contact SAS via email at sas@shoreline.edu or by phone at (206) 546-4545 with any questions, concerns, or issues you have with this process.
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o SYSTEM UPDATE IS SUCCESSFUL

System has successfully processed your request.
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Select Accommaodations for Your Class

Important Note

1

Courses may take up to 48 hours to display in the system after you have registered for them. If you do ot see one or more of your
courses in the list below 48 hours after registering, please contact Student Accessibility Services.

Your courses might not display below if you are part of the course waiting list.

To request accommodations, select the checkbox(es) for the courses where they are needed, then ciick the button below to go to the
next page to select your accommodations.

If you are unable to select a checkbox from the list of courses below, that means you have already submitted your request for
accommodations for that course.

If you wish to modify your accommodation request (change or cancel a request), scroll down until your course is displayed and
select either Modify Request o Cancel Request.





image2.png
Step 1: Select Class(es)

() Winter 2016 - ASL& 121.C - AMERICAN SIGN LANG  (CRN: 14078563)
() Winter 2016 - MATH 130.C1 - INTRO TO STATISTICS (CRN: 36878563)

() Winter 2016 - PROG 160.045 - SYSTEMS ANALYS & DESIGN (CRN: 46848563)
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Step 2 - Continue to Customize Your Accommodations
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OVERVIEW

inal Step: Select Accommodation(s) for Each Class

CHEMS& 121.Y1 - Intro To Chemistry ~(CRN: 0525)

Instructor(s):
Daysand Time(s): M at 12:30 PM - 03:50 PM
Date Range(s): 09/29/2021 - 12/16/2021
Location(s): 027 2711 (Campus: S)

() Select the check box if you have entered a WRONG CRN. You will not be required to specify your accommodation for this class.

[ Select Accommodation(s) for CHEM& 121.Y1

() Access to lecture/PowerPoint ahead of [  Alternative Testing
time

() Record Lectures with Digital Recorder

(J  Disability-Related Absences

Submit Your Accommodation Requests

Back to Overview





