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Requesting Accommodation Letters

Each semester, you can log into the AIM Portal to request accommodation letters to be created
and sent out to your instructors. Please follow the steps below to request your accommodation

letters:

1. Loginto the AIM Portal

2. On the Overview screen, look for the current term and select “Add Requests”:
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3. On the next screen, your courses will automatically populate. If you have just
registered for a course, please allow the system 24 hours to update. If you do not see
your course listed, please contact TDS as soon as possible. To request your letter, select

the course and then click the button labeled "Continue to Next Step."

Additional Note: If you would like to utilize the same accommodations to the courses
you selected, just press the “Apply same accommodations to selected Courses”

checkbox.
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4. On the next screen, check the box for specific accommodations that you'd like
included in your letters that will be sent out to your instructors. If you want to use all

your accommodations in all of your classes, press the “Select All” check box.
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5. After confirming your selected accommodations, please review the Final Step which
includes the “Terms and Conditions” regarding accommodations. After reviewing
“Terms and Conditions”, select the checkbox next to the first bullet point and move

down to press the “Submit Request” option.
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6. After you select "Submit Request,” your accommodation letters will be emailed to you
and your instructors. At the top of the page, you should see a Green Check notifying
you that the request was submitted successfully. Some accommodation letters may
require approval by TDS. Accommodation letters requesting manual approval will be

sent no later than one (1) business day from the time of the request.
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The system has successfully saved your action.

7. To check the status of your request, select the “List Requests” link under the

Accommodations Section on the left-hand tool bar.
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8. In the section, you will be able to scroll down to find the course in the current term.
After finding your course, look at the “Status” to see if your request has been
“Approved” or “Pending Approval”. You can also expand the “Request Summary”

section to see when your request was submitted and received by your instructor.
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If you ever encounter new barriers, emergent needs, or want to modify current
accommodation, please reach out to your Disability Services Provider or TDS to discuss your

concerns.



