HOW TO SCHEDULE A TEST IN AIM

.
o |
| .

0 COLLIN
COLLEGE

7 Secure Login

1. Log into your student CougarWeb Account.
2. Select the “My Courses & Course Access” tab.
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(highlight) the class you would like to
schedule a test for.

Click on “Schedule Exam.”

Reminders for scheduling an exam:

Two business days’ (M-F) notice is required
to schedule a test in the ACCESS Office.
Five business days’ notice is required if,
requesting a
PROCTOR/READER/SCRIBE.

Any exam scheduled after 4:30pm will be
processed the following business day.

Note: Test requests with less than 48 hours'
notice will not be approved.

. Exam Detail Notes:

Request Type: Select type of test (Exam,
Quiz, Midterm, Final)

Date: The day you want to take the test.
Time: The time you want to come in to take
the test

Exam Length: The amount of time (in
minutes) your class gets for this test (your
additional time is calculated automatically).
Use the Time Conversion Chart provided.
Services Requested: Check accommodations
that you need for this test Additional Notes:
The name of your test goes here (example:
Exam 1, Quiz 3, etc.) Your test cannot be
scheduled without this.

. You must enter the name of your test or quiz

List Class{es) with Alternative Testing as Accommodation |

Select Class: | HART 1256.505 - EPA Recovery Cert Prep hd

TERMS AND CONDITIONS OF SCHEDULING EXAM

Please read carefully the following terms and conditions of scheduling Alternative Testing in ACCESS:
« IMPORTANT - READ BEFORE SCHEDULING

You MUST enter the name of your Test or Quiz (Example: Test 1, Ch 2 Quiz, etc.) in the additional
note section when scheduling your exam.

TWO Business Days advanced notice is required to schedule a test through the ACCESS AIM Portal. The ACCESS Office
cannot guarantee your test or quiz will be available if you schedule less than two (2) business days in advance.

Late test requests will not be processed.
If requesting a PROCTOR, SCRIBE, OR SIGN-LANGUAGE INTERPRETER, FIVE Days advanced notice is required.

The ACCESS Office cannot guarantee your Proctor, Reader, Scribe or Sign-Language Interpreter will be available if you schedule less
than five {3) days in advance. (Excludes weekends and holidays)

Proctor selection is subject to change without nofice.

Please refer to your signed Agreement for Alternative Testing for more detziled information.
Time Conversion Chart: 4_/—
1 hour = 60 minutes

1 hour 15 minutes = 75 minutes

1 hour 30 minutes = 90 minutes

1 hour 45 minutes = 105 minutes

2 hours = 120 minutes

~< Exam Detail

Request Type *:

Select One v

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

Standard Length of Exam (Spedified D
by Student) *:

Mote: 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.

Date *:

Time *:

~{ Services Requested (As Applicable) * I

[C] Extended Time [ Frequent Breaks (ACCESS Office)

[ Less Distracted Area*

el Additional Note: | Exam 2

Online Exam

and if it is online or in paper format in the
“Additional Notes” section.

When all details of the test are entered,
select “Add Exam Request.”

Add Exam Request | | Back to Testing Requests Overview






