
How to Submit an Exam Request with the Testing Center in AIM 

 

1. Log into AIM Student Portal with your AU username and password.  You will be on your AIM DASHBOARD. 
 

2. On the left side menu under ACCOMMODATIONS, select Alternative Testing  
 

 
 

https://sanford.accessiblelearning.com/Augusta


 
3. Review the Important Message at the top of the page.  

 

 
 

4. Scroll to the middle of the page to the “SCHEDULE AN EXAM” section.  
 

5. Select Course using the dropdown menu.  You will see your classes you have requested testing 
accommodations.  Select the class you want to schedule an exam.   
 

6. Click “SCHEDULE AN EXAM”. 
 

 
 



7. Read the TDS Alternative Testing Policies before scheduling an exam. 
 

 

 
 
 

8. Be sure to review the “Terms and Conditions” before entering an exam request.  
 
 
 
 
 
 
 
 
 



9. Scroll down and select the pre-entered Date and Time from the drop-down menu.  

 
 

If your instructor did not list your exams in AIM, you will not see it in this list.  To schedule an exam not on the 
list: 

a. Select “The Exam I’m Scheduling is Not Listed” 
b. Enter the exam type, date, time, and the amount of time the class receives for the exam. Do not include 

the extended time you receive on your exam. If you are unsure about the amount of time scheduled for 
the exam enter the duration of the class time.  

c. Exams must be scheduled at least 5 business days in advance. If a late exam request is submitted, you 
must enter the reason why the request is late. TDS cannot guarantee the approval of late exam requests. 
 



10.  Place a check on applicable Services Requested.  These are the accommodations you are requesting for this 
exam.  Indicate any Required Technology, if applicable, and add notes, if necessary. 
 

 
 
 
 
 
 



11.  After confirming your selections, click “ADD EXAM REQUEST” to submit exam scheduling request for review. 
 

 
 
 



12.  Your Testing Specialist will process your requests within 24-48 business hours. 
 

 
13.  After the request has been approved by TDS, you will receive a confirmation email from the AIM letting you 

know if your request is approved or denied. 
 

 
 
 
 

14.   If no Testing Agreement is on file, the Testing Specialist will send a follow up email to the instructor to request 
they complete the Testing Agreement before the exam request is approved or denied. 
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