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AIM Instructor Portal Login Instructions

There are two ways to reach the login link.

1. Navigate to the ACCESS webpage at: http://www.collin.edu/studentresources/disabilityservices/index.html

a.

_ WELCOME TO ONLINE SERVICES

> Online Services Home

COLLIN
COLLEGE

Home > Welcome to Online Services

On the homepage, select “AIM Login (students/faculty and staff)” and click on "Faculty

PLEASE CHOOSE FROM THE FOLLOWING OPTIONS

Sign.Yp.as Netetaker

Faeulty Legin

b. Complete login by entering your OneLogin username and password and click “Continue”.

€3> Connecting to AIM

Username

Remember my username

2. Or you can access AIM through your “Faculty” tab in Cougarweb.

a.

= Student Support

+ Academic Advising

+ ACCESS / Disability Services
+ ACCESS AlM Portal

+ Career Services

+ Counseling

+ eCollin Support
+ Faculty Websites
+ Food Services on Campus

Click on the “ACCESS AIM Portal” link under the “Student Support” box.
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How to View Student Accommodations

Faculty are able to view accommodations approved for ACCESS students enrolled in their classes.
1. Click the button: “Continue to View Student Accommodations”.

Please review the Instructor Authentication Page before clicking to view student accommodations.

My Dashboard Limitied Blogs Stall Acoess Procior

Home @ Imstructor Homepage » Instructor Authentication Page

INSTRUCTOR AUTHENTICATION PAGE

Return to Staff Username: CCOUGAr

REMINDERS

_ Please read the following prior to completing the form

By chickang on the following button, | stlnowledge that [ hive récesved and understand the schaals FERPA pobcy 33 it pertling 15 shudant

TECONGS.
o FERPA (Confidentiality Statement)
e you finssh with your sessien, Along with the right to access the recons of students comes with the responsibility to maintain the rights of students partiodady as
please da nek forge! 1o Log Owt eutlingd in the Famiy Educational Rights shd Privacy Act (FERPA). Stefent Retords are open o members of the faolty and stall wha have
a=d Closs Yousr Browser, # lepibmake need to know thesr contents; however, you do have a responsibilty to maintan confidentiaity,
Loy Dut Reminders:
= Pleste REFRATIH from using SHARED {PUBLIC) COMPUTER.
= REMEMBER TO SIGN OUT AND CLOSE THE BROWSER COMPLETELY AFTER YOU ARE FINISHED ACCESSING THIS
THFORMATION

| Continue to View Student Accomenodations

You are now logged into your Instructor Homepage (otherwise known as the Overview Page).
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*At any point during your time in the Faculty Portal, you can get back to your Overview page by
selecting it on the left-hand side under “Views and Tools”.

1) The Instructor Homepage gives an overview of all students who have requested to use accommodations in
your course sections. This list could change through the semester as students continue to submit requests
to use accommodations due to either the student deciding they need accommodations in your class or
because they have completed registering with the ACCESS Office and accommodations are then available.

*If you do not see any students listed in your Overview Page, you either do not have any ACCESS

students in your section, or they have not requested to apply their accommodations for the class.
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The above image highlights students enrolled in all course sections as well as approved accommodations.

A. If you are teaching multiple sections, all sections will be listed.

B. An overview of the accommodations is listed to the right of the students’ names with the legend
explaining what each abbreviation stands for.
*Please note that the overview may not be the full list of a student’s accommodations. A full
listing of the student’s approved accommodations can be found on their letter of
accommodation. Click "view" next to the CRN for each corresponding student to review
their accommodation letter.

C. “Status” indicates that the Faculty Notification Letter has been emailed to you or if a student has

cancelled their request to use accommodations. The status will change to "read" once viewed.

Due to FERPA concerns, the ACCESS Oftice will not provide instructors with a list of students in individual
courses who have requested accommodations as each instructor has access to that same student list on his/her
Homepage in the AIM Instructor Portal.

2) If you would like to see students listed for only one course/section, click on the button labeled “Click to

Expand Advanced Search Panel”.
OVERVIEW

Previous Term

Accommodation Queries

1. To narrow your list of students for specific purposes such as by class or section, you can query by: Course

Subject, Course Number, Section Number or any combination of these fields.

E] Click to Hide Advanced Search Panel

Course Subject: -
Course Number:
Section Number: |

Sort By: ' Course Information [+]

Search Start Over ‘

2. Using the “Sort By:” drop-down list, you can also sort the information by: Course Information, Student’s
Name, and Last Requested (Newest First).
*If sorting by “Last Requested (Newest First)”
As students are able to request accommodations throughout the semester, by selecting to sort by “Last
Requested (Newest First)” you will see the most recent student request.
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E Click to Hide Advanced Search Panel

Course Subject:

Course Number:

JUL

Section Number:

Sort By: | Course Information

Student's Name
Last Requested (Newest First)

3. To search for students with a specific accommodation: in the upper right corner of the page, click the link

“Search Students’ Eligibilities”.

Accommodation Requests  Search Students’ Eligibilities /

Term: Summer and Maymester 2021

4. Upon clicking, a new page is displayed.

From this page, you can either export the student list to view all students who have requested
accommodations and what those accommodations are, or you can search for students with a specific

accommodation.

Select “Click to Expand Advanced Search Panel”.

Previous Term Term: Fall 2021

IST STUDENTS' ELIGIBILITIES

L ke 1o e Advanced Search Pl

Accommaodation Term: | 2021 - Fall ~

Part of Last Name:

Part of First Name:

5. You have the option to search by semester, part of a student's last name, and/or part of a student's first name.
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6. You can also scroll down the list of accommodations and select specific ones which you wish to query.

Once all the accommodations you wish to search have been selected, click the “Search” button at the
bottom of the page. The results will show you the students who are approved for those specific
accommodations.

Testing Accommodations I

Extended Time [1 Extended Time (Double) Less Distracted Area
[ Mo Scantrons 1 Pre-Approved Formula Card [] PROCTOR - Reader
PROCTOR - Reader/Scribe [[] PROCTOR - Scribe

‘ Search ‘ | Start Over |

Number of Records Found: 2 Show Limit: per Page | Update

Showing Records: 1 - 2

Student Sample access@collin.edu

Student SampleTwo
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Alternative Testing

Alternative Testing Contract

Alternative Testing Contracts are designed for professors to provide the ACCESS Office on how you
want your exam to be administered. **One Alternative Testing Contract must be completed per
class section. You will be provided a link to the complete the contract on a student's
accommodation letter.

Login As Feature

| Return to Staff |

¥ Views and Tools

Owverview
Course Syllabus

}

>.

> Alternative Testing
» Altemnative Formats
}

Dreaf and Hard of Hearing

In the Alternative Testing section (found under Views and Tools) you may:

1. Complete, review, and update your Testing Contract(s).

2. View students who have testing appointments with the ACCESS Office, including dates and
times.

3. Upload exams to student(s) exam request and complete Exam Instructions.

4. View and download uploaded completed exams.

One testing contract must be completed once per semester. The contract assists the ACCESS staft in
ensuring the correct administration of your exams. **As a reminder, only one contract needs to be
completed per section. If you have already completed a contract for one ACCESS student, it will
apply to all ACCESS students in the section.

Do Not Complete Testing Contract if:

1. There is no required testing, such as exams, quizzes, etc.
2. You are teaching a dual credit course located on a high school campus.

SPECIFY ALTERNATIVE TESTING CONTRACT

By completing a Testing Agreement, the ACCESS Office will have the information necessary to proctor
your tests appropriately and return completed tests to you correctly. You may complete agreement on the

page seen below.

**Please complete the agreement even if the exams are online, as you might have an ACCESS student

who would be better served in our office due to their specific accommodations.

Page | 10



Home ¥ Instructor Homepage ¥ Alternative Testing

Login As Feature ALTERNATIVE TESTING List Exams
Return to Staff
|w SPECIFY ALTERNATIVE TESTING CONTRACT
Select Class: | ACCT 2301.900 (CRN: 20217) - Principles of Financial Acctg ~
» Overview l Continue to Specify Alternative Testing Contract | 4

> Course Syllabus

1. SELECT CLASS from drop down box.
Click “CONTINUE TO SPECIFY TESTING CONTRACT".

2. Answer the questions listed within the Alternative Testing Contract.
a. Do not leave any blank fields. If the question does not apply, type “N/A”. Please note that the
questions in the Alternative Testing Contract can be viewed by students so DO NOT include
any student names, ID numbers, or your personal contact information (i.e., cellphone).

Alternative Testing Contract

1: If a student has questions about the exam while testing and we are unable to reach you, what should we
instruct the student to do? *

2, ! Is the student allowed to begin their test prior to the scheduled time as long as it is on the same day? *
O Yes
No

Additional Note or Comment

i

3 ’—I How would you like to handle a student’s request to reschedule the test on exam day?
] The student is allowed to reschedule.
[} The student is not allowed to reschedule.
[} The student must contact the professor through email for approval.

Additional Note or Comment

S
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3. At the bottom of the Contract (after the questions), instructors will find two boxes.

a. EXAM TYPE(S): Enter in length of exams it it applies to your course section: exam, midterm,
final, quiz. Instructors are required to enter in exam times.

b.  ADDITIONAL INFORMATION: Information entered in this box CANNOT be viewed by
students. This is where instructors can enter personal contact information (i.e., cell phone) and
any additional private/confidential information that the ACCESS Oftice needs to know about the
test administration.

~{ Exam Type(s)

Please list REGULAR CLASS EXAM LENGTH without extended time accommodations

Exam l: Minutes
Final |:\ Minutas
Midterm l: Minutes
Quiz l: Minutes

~{ Additional Information I

Instructor Phone Number *: l:l

Hint: Enter 10-digit number only.

Additional Note:

| Submit Alternative Testing Contract |

4. Click the “SUBMIT ALTERNATIVE TESTING CONTRACT” button.
a. If the submission is successful, a green circle with a white checkmark will appear in the top left
corner of the screen.
b. If the submission is not successful, a red and white caution symbol with an error message will
appear in the top left corner of the screen. The error message will specity why the submission was
not successful. The error will need to be corrected.

If instructor Needs to Change/Update Testing Contract:

1. Instructors are able to make changes/updates to their Alternative Contracts at any time ,through their
AIM Faculty portal. They can do this under "List Alternative Alternative Contract", where they select
the course and click on "view". The ACCESS Office will be notified of the updated contract.

2. Instructors can also copy an Alternative Contract for one section to another, as long as the information is
the same. To do this, under "List Alternative Testing Contract", select the course for which the contract
is being copied from and then select the course for which it will be copied to in "Copy to:", and click copy.

LIST ALTERNATIVE TESTING CONTRACT
LIST ALTERNATIVE TESTING CONTRACT

Hint: If yvou need to make any changes, please select the following Alternative Testing

i f " . Contracts and click View. If you would like to make a copy of vour Alternative Testing
If 3
Hint: It you need to make dry. Change’s' please select the fOHOWl“g Alternative Testing Contract to another course, please use the following function to select your source Alternative

Confracts and click View. If you would like to make a copy of your Alternative Testing Testing Contract and your ather course.
Contract to another course, please use the following function to select vour source Alternative
Testing Contract and your other course.

Select: | ECON 2301.905 (CRN: 21425) - Principles of Macv| | View |

_ Copyto: |ECON 2301.907 (CRN: 20656) - Principles of Mac v | | Copy |
Select: | ECON 2301.905 (CRN: 21425) - Principles of Macv| | View | —
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Exam Requests

[f a student has submitted an exam request to the ACCESS Office, the information will be displayed in
their faculty portal, in the Alternative Testing section as seen below.

STEP 1 - SELECTACTION

fwzilable Tools: | Upload File to Exam(s) V|

STEP 2 - SELECT FROM THE FOLLOWING COURSES

Hint: Check the box next to each student who should receive the exam you are uploading.

EE-ER RS =

O RNSG 2362 Exam 01/19/2022 08:30 AM Approved - Vigw Detail

Exam 01/19/2022 08:30 AM Approved - View Detall

Type = will show one of the following: Quiz, Test, Midterm, Final

Date = date student has requested to take the quiz/test.

Time = time student has requested to take the quiz/test.

Status = the current status of student’s testing appointment. Status can be one of the following:

Approved (student’s appointment is officially scheduled)

Processing (student’s request is pending approval from ACCESS Staff)
Cancelled (student’s appointment is canceled)

Completed (student completed exam in the ACCESS Office)

B e o=

To view the list of exams by course, in upper-right corner select “Students” Courses”.

List Exams Students' Courses
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Uploading Exams

**Before uploading an exam, please note the status of thestudent(s) request(s) for the exam date in
question.

1. “Approved” — Test request is approved by the ACCESS Office and scheduled.
2. “Processing” — The ACCESS Office has not yet approved the test request. Until the ACCESS Office
APPROVES request, the student is not officially scheduled to take their exam in the ACCESS Office.

Instructors are responsible for uploading a copy/copies in their AIM portal for the ACCESS Office at least
two days prior to the test administration. This is necessary to give the ACCESS Office time to assign an
appropriate number of staff such as proctors, readers, or scribes; prepare exam materials; and convert the
exam to an alternative accessible format, if necessary.

Uploading exams can be done in either of the two following ways.

1. When a student puts in an exam request, an auto-generated email will be sent to the instructor with all
the information the student has entered, along with a link that will take them to where they can upload
an exam and complete their exam instructions, as seen below. **Please fill out the exam
instructions, even if the exam, quiz, etc., is online.

Home *» Submit Exam Electronically and Exam Instruction

_ SUBMIT EXAM ELECTRONICALLY AND EXAM INSTRUCTION

» Online Services Home
Questions? Contact Us!

“ : Please contact our office if you have any

/\ questions regarding Alternative Testing request.
Once you finish with your session, Collin College
please do not forget to Log Out E==ri: T —— ACCESS Office

and Close Your Browser. SCC Main Phone: 972-881-5898
PRC Mzin Phone: 972-881-5950
Log Out CPC Mail Phone: 972-548-6816

UPLOAR.EXAM EXAMINSTRUCTION Email: ACCESS@collin.edu

2. Instructors can also upload their exams directly through their AIM portal, in the
"Alternative Testing" section.

Under STEP 1 — SELECT ACTION, click on the drop-down box beside “Available Tools:”. Select
"Upload File to Exam (s)."

STEF 1 - BELECTACTION

PETHL R AT Uplaad File to Exam(s) *

STEP 2 - SELECT FROM THE FOLLOWING COURSES

HinE: Check thie oo nest b §3ch STuSont shi shaud reces Thi: s yie @0 spIaSNg

TET (0] L1 Sampla Soatend ExamMidierm Tl L AF00 P Processing - View Detal

TST i ol Eampla Shucent Final 1271420149 O4:th P Processing - vaw Dwsal

Go to “STEP 2 — SELECT FROM THE FOLLOWING COURSES” and click the box on the line of the
student(s) and exam appointment you are uploading the exam.

STEF 1 - SELECTACTION
asaratis Tacks: | Uplossd File to Exana{s]

Expoit A1 Exaim h*&h
STEP 2 - SELECT FROM THE FOLLOWING COURSES

L Chack ths B NEst o Bach S0UEeT shio shiuld receve T dan you @e spitasing Page | 14
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Please note: If'a student's name is not listed, the student has not submitted an exam request for the test
administration in question.

Go to "STEP 3-CONFIRMATION" and click "Confirm your Selection".

STEF 1 - SELECT ACTION

Axpliabie Taoks Uplioesd File to Exansfs] *

A1 Exain Detadls

STEP 2 - SELECT FROM THE FOLLOWING COURSES

Hint: Check the Boot nest to gach student mho shaud reosss the & yos e spiiadng

Student Names

TET ] ol Eampla Shadart FramyMidierm [Tk Trsil] 0300 P Processing - Viey [=oal

TET 1 e Eampla Shudont Firai 1371472044 LR Processing - e Detal

STEP 1 - CONFIRMATION

Canfirm Vour Selections

~

At “Select File:” click “Choose file” which will produce a separate box in File Explorer to locate your

exam within your electronic files.

Once your exam is selected, the file name will appear in the box by “Choose File”. Click to “Upload

Exam”.

Login As Feature ALTERNATIVE TESTING List Exams  Completed Exams Files ¢

UPLOAD INSTRUCTION

¥ Views and Tools /\ « If you are scanning your document at 150 - 300 dpi s resolution.

A » Upload one file 2t 2 time and the maximum allowable file size is 20 MB per upload.
> Overview « View: Acceptable File Types.
» Course Syllabus
» Alternative Testing
~{ File Information
> Alternative Formats
» Deaf and Hard of Hearing

Exam(s): o RNSG 2362.362's Exam for Hollis Middlebraok
Wednesday, January 19, 2022 at 08:30 AM.

Exam File Note (Optional): | ‘

Once you finish with your session,
please da not forget to Log Out s = i
and Close Your Browser. elect File: || Choose File | No file chosen ‘

| Log Out |

‘ Upload Exam ‘ | Back to List Upcoming Exams ‘

Entering Exam Instructions

Professors are required to complete exam instructions per test request when uploading an exam,
including online only exams.

1. Reselect “Alternative Testing” on the left-hand side under “Views and Tools”.

2. Once again, under "STEP 1 — SELECT ACTION", click on the drop-down box beside “Available
Tools:”. Select “Specify Exam Instruction”.

Available Tools:

STEP1 - SELECTACTION

Upload File to Exam(s)

Specify Exam Instructions
Export All Exam Details

3. Goto “STEP 2 —SELECT FROM THE FOLLOWING COURSES” and click the box on the line of the

student(s) and exam appointment you are entering exam instructions for. Page | 15



4. Go to “STEP 3-CONFIRMATION” and click “Confirm your Selection” and proceed to fill out the exam
instruction (see below image).

—1 Additional Exam Instructions i

1. Please select allowable materials for test:

Notes

[] Textbook

[] Calculator

[C] Dictionary

[C] Formulz Chart
Additional Note or C 1t

2. If you are allowing the student to use a calculator do you require any of the following? *
() Clear In
() Clear Out
(") Clear In and Out

Additional Note or Comment

Completed Exams

**Beginning Spring 2022, instructors will now have the option to pick up completed exams in the
ACCESS Office on their respective campus and will need to specify this on the Exam Instructions
mentioned above.

Upon completion of a student's exam, the instructor will receive an auto-generated email, notifying them
that their student has completed their exam and will also include the student's start and end time.

If the instructor has elected to have the completed exam uploaded into their AIM Faculty Portal, they will
receive a second auto-generated email when the upload is complete. They will access the completed exam
in the "Alternative Testing" section of their portal, on the top right corner marked, "Completed Exams
Files".

Alternative Testing

. ALTERNATIVE TESTING List Exams Completed Exams Files
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Once selected, instructors will see the list of completed exams. To view and download the exams, click on "view".

Exam COMPLETED_Sample (File Name:
(01157LA) Consent to Release

View Delete TEST 123 321 Student Sample 01/20/2022 09:00 AM Records FERPA_Fall 2021.docx)
Uploaded on: 01/15/2022 at 10:48:13 &AM
Exam Completed by Student

A message will appear informing the instructor that an email has been sent to them with a verification code that
will need to be entered before an exam can be viewed. The verification code will expire after 20 minutes, so
please make sure to log into your Collin email in a timely manner.

ALTERNATIVE TESTING List Exams Completed Exams Files S

Important Mote: Code for Verification was sent to vour email.

Nease check your email right away since the code is only available for 20 minutes. If vou need a3 new code, simply dick on Bs
_ist, try to download the file again.

Important Note: Verfication code will APPLY to 2l available exams per login session.

— Verification

‘ Verify Code | | Back to Exam List

[ACCESS] Exam Download Request for TEST 123.321 - Test Course 1

Collin - ACCESS - Disability Services Office “
<Collin. ACCESS@ post.accessiblelearning.com =
Sat 1/15/2022 10:52 AM

CAUTION: This email originated from outside of the organization. Do not click links or open
attachments unless you validate the sender and know the content is safe.

Class: TEST 123.321 - Test Course 1
Student Name: Student Sample

Exam Date: Thursday, lanuary 20, 2022
Exam Time: 09:00 AM

Verification Code: 23XKU7
Code Expires on: 01/15/2022 at 11:11:59 AM

Important Note: If you did not request this verification code, please contact our
office as soon as possible.

** If you are having trouble accessing a completed exam or have difficulty making out
parts of the upload, please contact the ACCESS Office at access@collin.edu as soon as
possible, so we can assist you.
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Alternative Formats

For students who have a print-related disability, alternative formats provide access to course materials.
(“Print-related” applies to hard copy, digital copies, AND audio. Not all digital and audio copies are accessible!)

To see which students have requested the accommodation of alternative formats, under “Views and Tools” on the

left-hand side, select “Alternative Formats”. For each course, the list of students using this accommodation will

be displayed.

ALTERNATIVE FORMATS

| Return to Staff |

¥ Views and Tools

CEAS 9998.006 - Cea Alt Format Tracking (Not Braille)

Overview Have Requested Accommodation:
Course Syllabus s Luke Skywalker

Y

»

» Alternative Testing
» Altemative Formats — = Princess Leia Organa
5

Deaf and Hard of Hearing

It is the student’s responsibility to request textbook and other course materials be converted as this can be a
lengthy process, at times 75-100 hours per book. Students are encouraged to place requests as early as
possible as a large number of requests come through each semester.

If you have questions or concerns about your class material being converted to an alternative format please
contact the ACCESS Office Alternative Format Coordinator (EMBristow(@collin.edu).

Deaf and Hard of Hearing

To view students who have accommodations specific to a hearing diagnosis as well as list the accommodations
please select “Deaf and Hard of Hearing” on the left-hand side under “Views and Tools”.

DEAF AND HARD OF HEARING Current Requests
p—
| Return to Staff | SOCI 2013.001 - General Sociology
Staff Assigned:
1. Sign Language Interpreting Network
» Overview Email: Scheduling@SLINofNWA.com
» Coursa Syllabus
» Alternative Testing
» Altemnative Formats Have Requested Accommodation:
)

Deaf and Hard of Hearing <— = |ando Calrissian
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[f you would like to submit a request for video captioning please complete the following steps: 1. Select “Submit
Video Captioning Requests or List All Request”.

HIST 1301.100 - United States History I

Status: Mo Staff Assigned

Have Requested Accommuodation:

2. Complete the form and select "Add Video List" when finished. To ensure your video is ready by your

requested show date, please put in the request at least two weeks in advance.

If you have questions or concerns, please contract our Interpreter/CART Captioner Coordinator at

JHaapala@collin.edu.

~{ Step 2: Add Video

Show Date:

Estimated Show Week:

Video Title *:

Media Type *:

Source:

Year Released:
Length (Minutes):

Do you own the rights to the media? *:

Where will media be viewed? *:

Da you plan to show the entire media? *:

MNote:

H

Hint: Enter date in the following format Month/Day/Year (i.e. 12/31/2010).

Select One v
Note: Only use this field if you do not know the real show date or only know the

m
&4
3
T
z
[=4
3
[l

Hint: Video Link or URL to download your file.

il

ect One
Note: Did you create the video, or was in created by someone else?

|Se|ect One V|

Note: For example, in class in DVD, embedded to your course shell, or in your Power

Point presentiation slide.

|Se|ect One V|

Note: If you plan to show a portion of the video, enter the start and stop time(s) in

the note section below.

Add Video List | | Back to List
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