	
	
	



Submitting an Exam Request in Student AIM Portal

1. Log-in to your Student AIM Portal .  
2. Click “Alternative Testing” (left-hand side under “My Accommodations” heading)[image: ]
3. Select the class for which you are requesting to schedule an exam from the dropdown.
4. Choose “Request Type” from dropdown menu (e.g. Exam, Final, Midterm, Quiz).
5. Enter Date for test (MM/DD/YYYY format)
6. Enter time of day that you would like to take the test.
7. Enter the typical length of the exam (without accommodations) in minutes (e.g. 60 minutes).
8. Select desired testing accommodations from those for which you were approved. 
9. Add any additional notes for the Assessment & Testing Center and the SAS office. (Instructors will not see these.
 [image: ]
10. Read and check off the Terms and Conditions.
11. Click “Add Exam Request” Button.
12. Contact the Assessment & Testing Center with any questions regarding your exams.
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Hint: Enter date in the following format Month/Day/Year (i.e. 12/31/2010).

Standard Length of Exam (Specified
by Student) *:

Note: DO NOT CALCULATE YOUR OWN EXTENDED TIME. Please enter the time
(IN MINUTES) that each student receives for this exam. We will automatically
calculates your extended time based on your accommodation.

Services Requested (As Applicable) *

[ Extra Time 2.00x ([ Testing in a Semi-Private Room
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