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What is AIM? 
• Accessible Information Management (AIM) 
• Online portal for students registered with ODS to receive accommodations. 
• Students registered with Disability Services use AIM to generate their 

Accommodation Letters and make those requests each semester for main 
campus (Martin, TN) courses. 

• NOTE: To ensure that you do not miss important emails sent via AIM, we 
encourage you to either: 

1. Add the domain "post.accessiblelearning.com" to your safe sender list 
(click here for Outlook 365 instructions), or 

2. Regularly check your junk mail folder. ur 
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https://support.office.com/en-us/article/block-or-allow-junk-email-settings-48c9f6f7-2309-4f95-9a4d-de987e880e46#bkmk_safesenders


Login to AIM 
• Each semester, you will need to Log in to AIM to submit your 

accommodation requests. 
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HOME/ ABOUT UTM / STUDENT AFFAIRS/ OFFICE Of DISABILITY SERVIC ES 

Getting Started: Services and 

Academic Accommodations 

Post-Secondary Education Questions 

and Answers 

Accommodation Letters 

Testing Accommodations 

Assistive Technology 

Accessible Parking and Handicap 

Permits 

Guidance Documents for Animals 

Used as Accommodations 

Discrimination Complaint Procedure 

Faculty Forms 

Staff 

Office of Disability Services 
The Office of Disability Services (ODS) is available virtually Monday through Friday, 8:00 AM 

Meetings and appointments can be conducted via phone or Zoom at this time. To contact O 

e-mail to DisabilityServices@utm.edu or call 731-881-7195. 

The University ofTennessee provides reasonable accommodations (academic adjustments and auxiliary aids 

ensure equal access to educational content and university programs for students with disabilities. Any student 

eligible for and requesting accommodations due to a disability must provide instructors with a letter of 

accommodation from Disability Services. For additional information, please contact the Disability Services 

office at 209 Clement Hall, 731.881.7605. 

Mission 

The mission of the Office of Disability Services is to develop and implement services for students with 

disabilities that allow for equal access to higher education. 

Goals 

To provide equal educational opportunities, programs, and activities for any student with a documented 

disability as defined by Section 504 of the Rehabilitation Act of 1973, the Americans with Disabilities Act of 

1990, and the ADA Amendments Act of 2008. 

To serve as a liaison between students. Vocational Rehabili tation and UT Martin faculty/staff. 

Learn More > 

Services and Academic Accommodations 

Learn More > 

Service Animal Polley 

Learn More > 

D1scnm1nat1on Complaint Procedure 

Learn More > 

Syllabus Statement for ODS 
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Your dashboard may notify you of e-
agreements that you need to sign. 
Please review these documents and 
acknowledge them using the prompts 
on the screen. 
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You should now see a list of your enrolled courses. If you do not see one 
or more of your courses, please contact ODS. 

Import.ant lrlote 

1. Course may rake up to 48 hours to, cHsp tay in t he system after you have reg lsterecl fo r your co l!lrses. If yol!I clo not see one or 
more of yol!lr co l!lrses in t he list below· 48 hours alter reg istering, please cont:lct Office of Stl!lclent Life OlSc1 bility Services. 

2.. Your co l!I rses might n o,t cl Lsp tay be h:,~•if if yo l!I a re p:a rt of t he course '!Na itin g ILst:. 

J. If yo l!I a re u nab.le to select the checkbox f ro m t he ILst of co l!I rses be lo,~•if~ t hat means you hai.re Sl!I b mitte cl yo l!I r request for 
a cco mmo dat io n fo r t hat co l!I rse. 

4. If yol!I 1.NLsh t o mod'i:fy your aaiommodation request (change~ ca nce l a request) scro ll dow n unt il yol!lr co l!lrse is disp layed ancl 
select either modify req l!l est or ca nce l reql!le.st. 

- Step 1: Select 0lass(es) 

□ Summ,er 20191 - BUI.S MGT 232.0.0010 - BUIS STATISTICS 1(LEC) i(CRN: 3568) 

□ Summer 20191 - BUI.S MGT 232.(L OQll - BUIS STATISTICS i( REC) i(ORN: 3567) 

Step 2 - Continue to Customize Your Accommodations ur 
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Select each course in which you are requesting accommodations. Then, click the 
button “Step 2 – Continue to Customize Your Accommodations” 

User Service ,c ,enter: List Accommod,at io,n R,eques,t s, 

Fiina'I Step: Se'lect Aooommodartion(s) for Eaoh Olass 

BUSMGT 2320.0010 - Bus Statistics (Lee) (CR!NI: .3.568) 

Inst:ru ctor,(s): 

Days and Time(s): 

Dat e Raru ge(s): 

Location(s): 

Bonnie Schroeder 

I at 091:00 AM - 10:3S AM 

os,1oa12019, - 01/ 26/ 2!019, 

Hitchoook J.24 1(campus: COL) 

Class.Details 

D Select t he check llox if you have ent ered a WRONG CR!N. You will not Ile required to specify your accommodat ion fo r t his class. 

Select Aooommodation(s) for BUSMGT 2320.0010 

D Attendance/ Deadline Modiflca1t ions 

D N ot eta king Services 

□ 

□ 

Exam Accommodations 

Notetaking/ Record ing Teahnology 

□ Notes, Inst:ru cto r-Provided 

Submit Vour Arnommodation Requests I I Baok to List ur 
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Reminder: Generating Letters and Requesting Exam 
Accommodations in a Course 

• When generating an Accommodation Letter, be sure to select Exam Accommodations 
if you would like to take your quizzes or exams with accommodations at ODS 

FAKE 1100 .2 - fake Class, l<:J~'™: 78), Class _Deta ill1s, 

~rmstru .. • r{s): P:allll !Kraemer 

Jays nd Time{s)· IMIW!F art HI: 20 ,AIM! - ] 1 : 15i AM 

Date Ra 11g!e(s): 11\iot Specified 

-OCat i 11(s) : 11\io.t Specified 

□ Setect the ch eek IJ ox if v· u have e11 • ere a WRON,G ORIN . You will lfil t be required to sJmcify yo11..1 r cm mm odaiio 11 for m~s class. 

- SeIBeot ,Aooo11111modaooM1(s) fo r !FAKE 1 1.0 l!J.,2 

i -
□ Ex m Ace mmodaoo 11s ~ ur 
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For each course, select all of the accommodations that you are requesting. This 
checkbox feature allows you to create customized letters for each course! When 
finished, click the button “Submit Your Accommodation Requests.” 

Select Aooommodation(s:) for 8U-SMGf 23,20.DDl D 

0 Atl:en darn ce/ D·ea cl li rn e Mod ficat io ms 

0 N oteta kirn g Se rvice:s 

0 Exam Acco mmo datio rn:s 

0 Notetakirn g/Rernr1dirn g Techrnology 

0 m . I rn:structor-P rovided 

Ba<ik to List I 
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The letters will be emailed to you and your instructor(s). You may also choose 
to download a PDF copy of the letter by selecting the course from the dropdown 
menu at the top of the page, then selecting "Generate PDF." Downloading a PDF 

copy is optional. If you have any concerns with this information being shared with 
instructors via email, please speak with an ODS staff member. 

PRINTING FACULTY NOTIFICATION LETTER IN PDF 

Hote: It may tra k.e up to 10 seconds to generate each PDF file. 

Important Hote: Your notification letter will be listed below if we have sent t hem to your facu lty. Please contact our office if you have any 
questions or conce rns. 

Se le ct Class: Generate PDF 

Refine Search Result: '-I Sea __ rc_h_A_I_I _____ __._I v ..... l 

I Refine Search 
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IMPORTANT REMINDERS: 

• Now that your letters have been sent, be sure to: (1) discuss your 
accommodation requests with the relevant faculty/staff, (2) complete any 
remaining accommodation procedures described on our webpage, and (3) contact 
ODS with any questions or concerns. 

• NOTE: If you make any changes to your accommodation selections after the first 
time you generate a Course Accessibility Letter, you will not be able to generate 
the revised letter without approval from ODS. These approvals typically take 1 
business day to process. 
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Next Steps, Continue Reading 

• Continue reading this PowerPoint for next steps for the following 
accommodations (if eligible): 

• Requesting attendance/deadline modifications, 
• Submitting accessible media requests, 
• Scheduling exams in AIM 

ur 
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Requesting Attendance/Deadline Modifications (if eligible) 

• Your Accommodation Letter will briefly describe the purpose of 
these accommodations, as well as direct the instructor to 
the supplemental accommodation instructions. Your instructor 
should read the supplemental instructions to understand how to 
implement these accommodations in their courses. 
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Submitting Accessible Media Requests 
(if eligible) 

• Sending your Accommodation Letter does NOT automatically send 
a material conversion request to ODS. 

• You still need to send all material conversion requests 
to disabilityservices@utm.edu with appropriate advance 
notice (ideally one semester in advance, immediately after 
registering for classes). 

ur 
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How to schedule exams 
in AIM: 
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Overview of Alternative Testing Process 
1. (Optional) Instructors or Course Coordinators can proactively fill out the Testing Agreement using the 

Instructor Portal at beginning of semester. 

2.Student requests accommodations for a course using the AIM portal. AIM automatically generates an 
email to the instructor with the Accommodation Letter attached. If exam accommodations were 
requested and no Testing Agreement is on file, a link to the form is included. 

3.Student submits their specific exam scheduling requests in AIM. 

4.Disability Services staff cross-reference student exam requests with Testing Agreements. Student 
receives a confirmation email when a request is approved/denied. If no Testing Agreement is on file, 
Disability Services follows up with the instructor. 

5.Disability Services sends consolidated reminder emails to instructors and course coordinators (one 
email per recipient) to submit materials for an upcoming exam. Materials uploaded to AIM can be 
assigned to a specific student or to an entire section. 
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Alternative 
Testing 
Flowchart 

Re d (Stude nt) 

Pu rp le {In st ructor) 
Gree n (Exam St aff) 
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Navigating to 
Alternative 
Testing 
Module 

• On the left side of 
your screen, you 
will select 
Alternative Testing 

Welcome Rod<y Balboa• My Profile My Mailbox (Sent E-Mails) My Accommodations Sign Out . 

My Dashboard 

Home » My Dashboard » Overview 

I SMS (Text Messaging) 

status: OFF 

Update Preference 

l::: Home 

> My Dashboard 

> My Profile 

> Change M'y Login Info rmation 

> SMS (Text Mes5aging) 

> Addit ional Accommodat ion 
Request Form 

> My Mailbox (Sent E-Mail5) 

l::: My Accommodations 

> I nformation Release Consents 

> My Eli gibility 

ur 
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Office of Disability Services 

IMPORTANT MESSAGE(S) 

Please read the following messa ge(s) regarding your account : 

■ You r To Do List : 

1. DISNEY 123.1 - I ntr o To Disney Princesses 

■ Alt ernati11e Test ing: You have 11ot scheduled any exa ms for tll is cla55. 

INFORMATION RELEASE CONSENTS 

■ Vocational .. Rehabi litation .. Release.of.Information 

PRIINTING FACULTY NOTIFICATION LETTER IN PDF 

Note: It may take up to 10 seconds to generate each PDF fi le. 

I mportant Note: Your not ifi cat ion letter will be listed below if we have sent them to your fa culty. Pleaw contact our office if you h;,11e any 

Quest ions or concerns. 

Select Cla55: ~I S_e_l_ect __ O_n_e __________________________ v~I I Generate PDF I 

LIST ACCOM MODATIONS FOR SUMMER 2020 



Selecting a Course for Exam Scheduling 
• Select the class for which you wish to schedule a quiz or exam at ODS, and click 

“Schedule an Exam” 
ALTERNATIVE TESTING 

I nstructor Alternative Testing Agreement(s) 

Below is the list of all Instructor Altern at ive Testing Agreement(s) submitted through the system. You can still request exams even if 

t here is no I nstructor Alternat ive Testing Agreement speci fied. 

Select Class: I DISN EY 123.1 - Intro To Disney Princesses (1234) 

I Schedule an Exam I I View Alt ernative Testing Detai l I 

UPCOMIN G EXAM REQUEST(S) FOR THE CU RRENT TERM 

DISNEY 123.1 - Intro To Disney Princesses Instructor Has Not Submitted Instructor Alternative Testing Agreement 

View. Other. Exams.Requested .. in.,the _Sa me .. Class 

Final - Friday, July 14, 2020 at 08:00 AM [Action: Delete .. Exam] 

Approved Accommodation(s): 

■ Extra n me 1.50x 

Questions? Contact Us! 

Please contact our office if you have any questions regarding Altern ative Test ing request. 

The University of Tennessee Martin 
Division of St udent Affatrs 
Office of Disability Services 
206-209 Clement Hall 
210 Hurt Street 
Martin, Tn 38238 
731-881-7195 phone 
731-881-7702 fax 
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Scheduling Individual Quizzes/Exams 
• This will lead you to the 

Exam Detail, where you 
will fill out the type of 
exam, date, time, and 
accommodations you 
wish to use (please note, 
only select the 
accommodations you 
wish to use for that 
specific exam) 

Days TimeStairt Time End Date Range Location 

_M\IVF 10:20 Ar> 11: 15 AJ.I Not Specified Not Specified 

Exam, Deta il 

Alternat ive Testing Agreement Type: Summer Test 

Request Type_*-' : I Select One T 

View: Exam Sdhedu_e Avai labi lity 

Date_*-' : 

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

Time_*-' : I Select T I I Select T I 

Services Re.quested_*-' 

D rnstract ion Reduced Testing Space: D Extended Time L50x 
Small Group Se..tting 

Acldi:t:ional Note: 

Add Exam Request j j Back to Testing Requests overview 



After Submitting a Scheduling Request 

• You will receive an email either approving your exam request, or asking you to 
contact our office due to your request not complying with the rules your 
instructor specifies 

• You can check the status of all your exams at any point by logging in to AIM and 
selecting the Alternative Testing tab 
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Final Exams 
• During the University’s Finals Week, ODS uses the official final exam schedule decided by 

administration. Discuss your final exams schedule with your instructors. Select the agreed upon 
date and start time for your finals. 

• When you request a final exam, it will be listed as “approved” and is subject to change. You will 
receive your finalized date/time/location no later than 1 week before the 1st day of Finals Week.   

• In order to coordinate all testing accommodations during Finals Week, Disability Services reserves 
the right to move a final exam to either of the two closest start times on the same day. 

• Students will receive a confirmation email of their final exam dates/times/locations no later than 1 
week prior to the first day of Finals Week. 

• For students approved for double time: Please be aware that the start times for your finals may be 
slightly adjusted by Disability Services to fit our modified schedule for double time. Your modified 
start time will be communicated to you via email, along with your date and location. 
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Alternative Testing Agreement 

• If your instructor has not filled out the Alternative Testing Agreement by the time 
you schedule your exams, you will be notified via an automatic email 

• ODS sends reminder emails to instructors to fill out their agreements. You may 
want to remind your instructor to fill out the agreement as well. 

• The Testing Agreement will allow ODS to compare your requested times with 
those approved by the instructor 

• It will also inform us of any necessary information for our office to proctor your 
exams. 
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Checking Exam Status 

• At any time, you can check the status of all your exam requests by logging into 
AIM using your UTM credentials 

• You will select the Alternative Testing tab on the left side of the screen to view all 
of your exam information 

• ODS will send reminders to your UTM email in advance of all of your exams, 
informing you of the dates and times 

ur 
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Day of the Exam 

• The proctoring of exams is not planned to be different from current methods 
• You will still report to our office to take exams, show ID, and we will contact your 

instructor about any questions you may have. 
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Questions? 

If you have any questions, please feel free to call 
us at 731-881-7195, or email us at 
disabilityservices@utm.edu. 
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