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Students: How to make Test Requests in AIM
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Brief Introduction:

Disability & Accessibility Services is excited to announce the launch of our new Alternative Testing
Module within AIM, our online accommodation management portal. DAS students who are approved
for alternative testing accommodations will be required to submit ALL testing requests through this
module regardless of whether you take it in the classroom with the instructor or in the ASC Test
Proctoring Center. Both your instructor(s) and DAS staff will be able to track and monitor your
requests through AIM to ensure that testing needs are met.
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Important Changes:

e Requests for ALL TESTS
o Allrequests for alternative testing accommodations must be requested through AIM’s
Alternative Testing Module regardless of whether you take it in the classroom with the
instructor or in the ASC Test Proctoring Center.

e What s an Alternative Testing Agreement?

o If yourinstructor fills out the agreement, it will contain useful information for you to
review when making a request for your alternative testing accommodations.
Information can include dates of tests, types of tests, and more. We encourage you to
review this agreement and use the information provided to make informed test
requests.

e “Proctored in the ASC”

o When you make a test request, you will notice an option of “Proctored in the ASC”
among your testing accommodations. You must select this option if you want to take
your test in the ASC.

o The only times you won’t choose this option are if:

m You have already spoken with your instructor and made arrangements with
them, to take your test with them in-person, OR

m  Yourtestisonline and you do not want to take it in the ASC, but wish to take
advantage of your alternative testing accommodations.
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How to Make Test Requests:

Below are the steps on how you can request your alternative testing accommodation(s) through AIM.
Request Your Accommodation Letters!

e Click here to access your portal: AIM
Please sign in using your Springfield College Username & Password.

000 < o & sc-adfs.springfield.edu ¢ o & o |p

SPRINGFIELD

COLLEGE

v

Sign in using your PrideNET Username and Password:

Welcome to the new Sign-In page for our ADP Portal,
Brightspace, and other SSO-enabled applications. We
hope you like the new look.

© 2013 Microsoft

e Make requests for your accommodation letters to be sent out. You must specify the courses
for which you wish to use your alternative testing accommodation(s). If you do not specify
your alternative testing accommodation(s) in your accommodation letter, you will not be able
to make a request for your testing accommodations through AIM’s Alternative Testing Module.
(Note: If you need assistance with requesting your accommodation letters, please review this
guide: How to Request Your Accommodation Letters in AIM)

e Discuss testing accommodations with your instructor and identify your preferences for
administration of accommodations.

e Once you have made the request to have accommodation letters sent to your instructors, you
will be able to make test requests through AIM.


https://accessiblelearning.com/springfield
https://docs.google.com/document/d/1AvzjOlWskPWcCAVnhRpPLbk55wq7OtnanO6aNJaRyB8/edit?usp=sharing
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Make an Individual Test Request!

e To make anindividual test request, look on the left hand side of your AIM profile main page for
the section labeled, “My Accommodations.” Under this section, is a tab labeled, “Alternative
Testing.” Click on this. (Also highlighted on the image below in yellow).

@ Overview - DSV4-LionHead X 4

€ C @ bear. i efault.asp: ¥ @D 0O M e H

Welcome Luna Lovegood! ~ MyProfile My Mailbox (Sent E-Mails) My Accommodations  Sign Out

SPRINGFIELD / Academic Success Center

COLLEGE DISABILITY AND ACCESSIBILITY SERVICES

v

Home » My Dashboard » Overview

Back to My Profile

'?\‘ PRINTING FACULTY NOTIFICATION LETTER IN PDF
™

TR | ... oo s s e cn o

Status: OFF Important Note: Your notification letter will be listed below if we have sent them to your faculty. Please contact our office if you have any
questions or concerns.

Select Class: [ Select One v] | Generate PDF

Select for Your Class

Update Preference
> My Dashboard

> My Profile
> SMS (Text Messaging)

Important Note

1. Courses may take up to 48 hours to display in the system after you have registered for them. If you do ot see one or more of your
> Request New Accommodations courses n the 16 b 48 b aher registering, please contact Academic Success Center, Disability and Accessbility Services.

> My Mailoox (Sent E-Mals) 2. Your courses might not display below if you are part of the course waiting list.

3. To request accommodations, select the checkbox(es) for the courses where they are needed, then diick the button below to go to the
¥ My Accommodations next page to select your accommogations.

4. If you are unable to select a checkbox from the list of courses below, that means you have already submitted your request for

> Information Release Consents ottt

> My Elgbil
My Bl 5. If you wish to modify your accommodation request (change or cancel a request), scroll down untl your course Is displayed and
> List Accommodations sclect cither Modify Request or Cancel Request.

> Alternative Testing

> Alternative Formats

_—
Step 1: Select Class(es

> Notetaking Services —()J

> My E-Form Agreements [Requested] Spring 2021 - MAG 101.01 - DEFENSE AGAINST THE DARK ARTS (CRN:

e e 0001}

e It will bring you to AIM’s Alternative Testing page. (Image on next page)
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@ Aternative Testing - DSV4-Lic X+

<« C & b i i Testi * @D 0O *»@ :
Welcome Luna Lovegood! My Profile My Mailbox (Sent E-Malls) My Accommodations  Sign out
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My Dashboard

Home » My Dashboard > Alternative Testing

Back to My profle | Alternative Testing Agreement(s)

Below is the list of all Alterative Testing Agreement(s) submitted through the system. You can still request exams even if there is no

s et pesmaioa) Alternative Testing Agreement specified.
Staus: OFF Select Ciass: ~ (Select One V)
[ update preference [ ‘schedule an Exam | [ View Atternative Testing Detail |
Questions? Contact st
> My Dashboard Pledae conkAct o oic e Yol [eve a1y iKsHnS regarding ARG Testig relest
B D For any questions or concerns, p our office at or ed

> SMS (Text Messaging)
> Request New Accommodations.
> My Mailbox (Sent E-Mails)

-

mation Release Consents

> List Accommodations
> Alternative Testing
> Alternative Formats
> Notetaking Services

> My F-Form Agreements
https:/jbear.accessiblelearning.com/Springfield/

e You have two options for how to make a test request.
Option 1: Review Alternative Testing Agreement

You will notice a function to “View Alternative Testing Detail.” When your instructors receive
your accommodation letters, they will be prompted to fill out an “Alternative Testing
Agreement.” This agreement will contain information related to the upcoming test(s) in your
course.
m If your professor did not fill out an agreement, do not worry. DAS staff will
follow up with them. For now, please go to Option 2: Go Ahead and Schedule a
Test Request.

To view an Alternative Testing Agreement for a course, follow these steps:
m Select the Course you want
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@ Alternative Testing - DSV4-Lic X = =+

& > C @ bearaccessiblelearning.com/Springfield/dashboard/Testing.aspx * @D 0O »@

Welcome Luna Lovegood!  MyProfile My Mailbox (Sent E-Mails) My Accommodations  Sign Out

SPRINGFIELD / Academic Success Center
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Home » My Dashboard > Alternative Testing

Login as User Feature ALTERNATIVE TESTING

Back to My Profile { ive Testing }

Below is the list of all Alternative Testing Agreement(s) submitted through the system. You can still request exams even if there is no
Alternative Testing Agreement specified.

SMS (Text Messaging)

Satus: OFF Select Class: |V Select One vl
MAG 101.01 - Defense Against the Dark Arts (00001)
I Update Preference l Schedule MAG 103.02 - Introduction to Flying (00012)
_ MAG 235.01- Charms (00010) - Ne Alternative Testing Agreement Specified

¥ Home
Questions? Contact Us!

My Dashboard Please contact our office if you have any questions regarding Alternative Testing request.
My Profile

>

i For any questions or concerns, please contact our office at: 413-748-3389 or ascdas@springfieldcollege. edy
> SMS (Text Messaging)

>

>

Request New Accommodations

My Mailbox (Sent E-Mails)

¥ My Accommodations

> Information Release Consents
> My Eligibility

> List Accommodations

> Alternative Testing

> Alternative Formats

> Notetaking Services

> My E-Form Agreements

Click “View Alternative Testing Detail” (highlighted in yellow in image below)

@ Alterative Testing - DSV4-Lio X =

<« C @ bear T asp * © o »Q@

Welome Luna Lovegood!  MyProfile My Mailbax (SentE-Mails) My Accommodations  Sign Out

SPRINGFIELD / AcademicSuccessCenter

COLLEGE DISABILITY AND ACCESSIBILITY SERVICES

v

Home » My Dashboard » Alternative Testing

ALTERNATIVE TESTING

Back to My Profile { Alternative Testing ‘\
Below is the st of all Aternative Testing Agrecment(s) submitted through the system. You can still request exams even if there is no
MR (Yexx Memcaplon)! Alternative Testing Agreement specified.

Status: OFF ‘ Select Class: _[Select One <]

[ Update Preference

[ vene | —

My Dashboard

[ schedule an exam | [ View Atternative Testing Detail

Please contact our office if you have any questions regarding Alternative Testing request.

My Profile For any questions or concerns, please contact our office at: 413-748-3389 or ascd as@springfi licollege. edu

>

>

> SMS (Text Messaging)

> Request New Accommodations
>

My Mailbox (Sent E-Mails)

> Information Release Consents
> My Eligibility

> List Accommodations
> Alternative Testing

> Alternative Formats

> Notetaking Seivices

3 My F-Form Aarcements
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The Alternative Testing Agreement will appear on the next page. You can review the
information provided by the Instructor here.

@ Aternative Testing - DSVa-Lic X +

< C @ bear. Testing.asp Y

0 *» @

Welcome Luna Lovegood! My Profile My Mailbox (Sent E

My Accommodations  Sign Out

SPRINGFIELD / AcademicSuccess Center
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My Dashboard

Home » My Dashboard » Alternative Testing

ALTERNATIVE TESTING
M’ CLASS: MAG 103.02 - Introduction To Flying

SMS (Text Messaging) Back to Overview [ Schedule an Exam ‘ Need to Modify Your Contract?

Status: OFF Alternative Testing Agreement Status .| 1fyou need help to modify you alternative testing agreement,
please contact our office during business hour.

| update preference | T—
atus: Active

Confirmed: Confirmed

Confirmed Date: 01/07/2021 at 10:41 AM

> My Dashboard
> My Profile " .

Alternative Testing Agreement
> SMS (Text Messaging) ‘
> Request New Accommodations 1. How should students plan to receive testing accommodations in your course? *
> My Mailbox (Sent E-Mails) Answer:

Students will request test proctoring in the ASC to receive their accommodations.

Notetaking Services Please provide us with the planned test dates in your course. (*You can modify this agreement for schedule changes.)

2. What kind of tests will you be administering? Please specify which of the following types of tests you will be
> Information Release Consents administering:
> My Eligibilty Answer:
> List Accommodations = In-person tests
> Alternative Testing - Final
> Alternative Formats - Midterm(s)
>
>

My E-Form Agreements
et 1 Answer:

From this page, you can go ahead and make a test request by clicking on “Schedule an
Exam.” (Highlighted in yellow).

¢ C @ bear ingfi Testing.asp % ©® o »@

My Accommodations

Welcome Luna Lovegood! My Profile My Mailbox (Sent

SPRINGFIELD / Academic Success Center
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My Dashboard

Home » My Dashboard » Alternative Testing

| Backto my prote | CLASS: MAG 103.02 - Introduction To Flying

SMS (Text Messaging) Back to Overview | | Schedule an Exam Need to Modfy Your Contract?
Status: OFF Alternative Testing Agreement Status If you need help to modify you altemative testing agreement,
please contact our office during business hour.
Status: Active

Confirmed Date: 01/07/2021 at 10:41 AM

> My Dashboard
My Profil
R Alternative Testing Agreement
> SMS (Text Messaging)
5 Ree Nl ACcoTamofatons 1. How should students plan to recelve testing accommodations in your course? *
> My Mailbox (Sent E-Mails) Answer:

Students will request test proctoring i the ASC to receive their accommodations.

¥ My Accommodations

What kind of tests will you be administering? Please specify which of the following types of tests you will be

> Information Release Consents ecministering:

> My Eligibily Answeer:

> List Accommodations * I person fests

> Alernative Testing » Final

> Aterative Formats ! * Miderm(s)

> Notetaking Services 3. Please provide us with the planned test dates in your course. (*You can modify this agreement for schedule changes.)
> My E-Form Agreements

R Answer:
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m  Proceed to Step: Inputting Exam Details.
Option 2: Go Ahead and Schedule a Test Request

o If yourinstructor has not submitted an Alternative Testing Agreement, you can go
ahead and select the course you want to make a request for, and click on “Schedule an
Exam.” (This is shown in the next two pictures.)

@ Alternative Testing - DSV4-Lic X +

& = C & bearaccessiblelearning.com/Springfield/dashbeard/Testing.aspx w ©@ DO =N @ H

Welcome Luna Lovegood! My Profile My Mailbox (Sent E-Mails) My Accommodations Sign Out

SPRINGFIELD Academic Success Center

COLLEGE DISABILITY AND ACCESSIBILITY SERVICES

v

My Dashboard

Home » My Dashboard > Alternative Testing

Login as User Feature ALTERNATIVE TESTING

Back to My Profile ‘ —‘L}

Below is the list of all Alternative Testing Agreement(s) submitted through the system. You ean still request exams even if there is no

SMS (Text Messaglng) Alternative Testing Agreement specified.
Status: OFF Select Class: | Select One ‘]
MAG 101.01 - Defense Against the Dark Arts (00001)
l Update Preference ] PR MAG 103.02 - Introduction to Flying (00012)

MAG 235.01- Charms (00010) - No Alternative Testing Agreement Specified

Questions? Contact Us!

> My Dashboard Please contact our office if you have any questions regarding Alternative Testing request.
> My Profile

> SMS (Text Messaging)

> Request New Accommodations
> My Mailbox (Sent E-Mails)

¥ My Accommodations

> Information Release Consents
> My Eligibility
> List Accommodations

For any questions or concerns, please contact our office at: 413-748-3389 or ascdes@springfieldcollege.edu

> Alternative Testing
> Alternative Formats
> Notetaking Services
> My E-Form Agreements
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@ Altemative Testing -DSV4-Lic X =

< C & bear i ning.com/Springfi board/Testing.aspx % @ O *»@ :
‘Welcome Luna Lovegood! My Profile My Mailbax (Sent E-Mails) My Accommedations Sign Out
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My Dashboard

Home % My Dashboard » Alternative Testing

Login as User Feature ALTERNATIVE TESTING

Back to My Profile ‘ live Testing }

Below is the list of all Alternative Testing Agreement(s) submitted through the system. You can still request exams even if there is no

SMS (Text Messaging)

ive Testing pecified
St ORF Select Class: [ Select One ~]
‘ Update Preference [ Schedule an Exam ] View Alternative Testing Detail |
¢ vome | —
> My Dashboard Please contact our office if you have any questions regarding Alternative Testing request.

> My Profile
» SMS (Text Messaging)

For any questions or concerns, please contact our office at: 413-748-3389 or ascd as@springfieticollege, edu

> Request New Accommodations

> My Mailbox (Sent E-Mails)

¥ My Accommodations

> Information Release Consents
> My Eligibility

> List Accommodations

> Alternative Testing

> Alternative Formats

> Notetaking Services

%My F-Form Agreements

Inputting Exam Details

e You will be brought to the Exam Request page. Please review the terms and conditions of
scheduling an exam(s), which outlines your student responsibilities, before proceeding with
your test request.

If your instructor filled out an Alternative Testing Agreement, this will appear under the
section labeled, “Read This First Before Scheduling an Exam.” Once you have read both
sections, please scroll down to “Exam Detail” to make a request. (Images on next page)
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@ Exam Request - DSV4-LionHe: X +
Exam Request - DSV4-LionHead

bear.accessiblelearning.com
e Luna Lovegood! My Profile

/
/

Home > My Dashboard > Exam Request

Login as User Feature.

Back to My Profile |

Status: OFF

Update Preference

¥ Home

My Dashboard
My Profile

Request New Acc
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aming.com/Springfield/dashboard/Exam.aspx?Step=Add&ID=R1xbR6QF 3Kvef 1cPyhFDfbY8dKZP3IXjbTKcCOBSFC bxd
My Mailbox (Sent E My Accommodations  Sign Out
EXAM REQUEST List All Exams ~ View Agreement  Exams for the Current Class ~ Add Exam Request

CLASS: MAG 103.02 - Introduction To Flying (CRN: 00012)

A TERMS AND CONDITIONS OF SCHEDULING EXAM

Please read carefully the following terms and conditions of scheduling Alternative Testing in DAS:

» Student Responsibilities:

Reminder -- At this point, you should have spoken with your instructors to let them know your plan to use your approved
accommedations in their course.

Test Requests -- You are responsible for making a request ONE week in advance of the scheduled test date for EACH
test/quiz for which you wish to use your afternate testing accommodations. This must be done for ALL TESTS regardless of whether
you take it in the classroom with the instructor o in ASC Test Proctoring Center. Once a request is submitted you will receive an
automated email confirmation.

>
>
> SMS (Text Messaging)
>
>

My Mailbox (Sent E-Mals)

Information Release Consents
My Eligibiity
List Accommodations

Alternative Testing

Notetaking Services

>

>

>

>

> Alternative Formats
>

> My E-Form Agreements
>

My Signup List

Any questions or concerns?
Use the following contact
information:

¢

Primary Advisor
Name: Hailey Walker
Phone: Not Specified
Send Email

@ Exam Request - DSV4-LionHe: X +

< c

@ bear.

ing.com/Springf

Welcome Luna Lovegood! My Profile

My

Exam.aspx?Step=Add&ID=R1xbRBQF3Kvef1cPyhFDfbY8dKZP3IXjbTKcCOBSFC

If you are planning on taking your test in the ASC, you must select the accommodation of “Proctored in the ASC” and
schedule your tests during ASC's business hours: Monday-Friday between 8:00 am or 4:30 pm.

For tests outside our business hours that you wish to take in the ASC, please contact our office for scheduling assistance.

If you made arrangements with your instructor ko take your tests in the classroom, do not select the accommodation of
“Proctor in the ASC." Please also schedule your test at class time.

Review Testing Agreement Details - If your Instructor completed a Testing Agreement, please review the section labeled, “Read
this First Before Scheduling an Exam,” below to learn more about your upcoming test and use the information to help you make
informed test requests.

Important - Instructors and DAS staff are prompted to administer accommodations ONLY when a request is received from you
through AIM. If you do not make a request, you are not guaranteed your testing accommodation(s). DAS Staff and course
Instructors will be able to monitor, track, and organize all requests to ensure that alternate testing accommodations are met.

Academic Honesty - By making a test request, you are acknowledging that you will uphold the Academic Honesty and Integrity
Policy, including not sharing the contents of the test with other students or accessing unauthorized material during the test

Alternate Testing FAQs

» Read This First Before Scheduling an Exam:

+ How should students plan to receive testing accommodations in your course?

Mailbox (Sent E-Mails)

My Accommodations  Sign Out

Use the follawing contact
information:

Primary Advisor

Name: Hailey Walker

Phone: Not Specified

Send Email

¥ Important Dates

> January 14
Withdrawal Deadline for Winter
Subsession

> January 19

No Class & College Closed - MLK
Jr. Day

> January 20
End of Winter Subsession
Classes

> January 25
Start of Spring Classes

> February 02
Add Deadline for Full Semester
Courses

February 09
Drop Deadline for Full Semester
Courses

February 24

No Classes - Wellbeing
Wednesday

> March

SCHEDULE CHANGE! Wednesday
Schedule of Classes

April 02

No Class - Good Friday

April 03
No Class - Easter Weekend

Once you finish with your session,
please do not forget to Log Out
and Close Your Browser.

Log Out

Read This First Before Scheduling an Exam:
+ How should students plan to receive testing accommodations in your course?
Answer:
Students will request test proctoring in the ASC to receive their accommodatians.

» What kind of tests will you be administering? Please specify which of the following types of tests you will be
administering:

Answer:
* In-person tests
+ Final
+ Midterm(s)
+ Please provide us with the planned test dates in your course. (*You can modify this agreement for schedule
changes.)
Answer:
1/15/2021, 2/12/2021, 3/12,2021

Will your tests start at class time?
Answer:

Yes

If necessary, do you give permission for your students to arrange an alternate test time if the accommodated
testing arrangement conflicts with other scheduling constraints?

Answer:

I consent and have no preferences for alternate time arrangements.

Please specify whether your tests REQUIRES any additional materials or software. EXAMPLE: Respondus
Lockdown Browser, Scantron, Excel, etc.

Answer:

Abroom

Please specify whether students are PERMITTED to use any additional materials during your tests, EXAMPLE:
notecard, open notes, formula sheet, textbook, serap paper, caleulator, etc.

Answer:

Nane

CLASS SCHEDULE(S) AND LOCATION(S)
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® |nthe Exam Details section, you will be able to make your test requests. Please fill out the
required information. Be sure to specify which testing accommodations you are electing to
use on this test. Once done, click on “Add Exam Request.”

Reminder: If you want to take your test in the ASC, please click on “Proctored in the ASC.”
Otherwise, if you made an arrangement with your instructor, or if you are planning on taking
the test online but not in the ASC -- do not click this accommodation.

@ Exam Request - DSV4-LionHe: X —+

<« C @ bear.accessiblelearning.com/Springfield/dashboard/Exam.aspx?Step=Add&ID=R1xbR6QF3Kvef1cPyhFDfbYBdKZP3IXjbTKECOBSFC r @D 0O » e §

Welcome Luna Lovegood! My Profile My Mailbox (Sent E-Mails) My Accommodations Sign Out

A broom

« Please specify whether students are PERMITTED to use any additional materials during your tests. EXAMPLE:

Onee you finish with your session, notecard, open notes, formula sheet, textbook, scrap paper, calculator, etc.
please do not forget to Log Out
and Close Your Browser. Answer:
None
Log Out

CLASS SCHEDULE(S) AND LOCATION(S)

I T B S

02:00 PM 05:00 PM 01/02/2021 - 05/15/2021 Not Specified

*{ Exam Detail l

Alternative Testing Agreement Type: DAS Testing Agreement 2

Request Type *: | Test v
Date *: [1/15/2021

Hint: Enter date in the following format MonthyDay/Year (i.e. 12/31/2010).
Time x: 0 v

Services Requested (As Applicable) * l

() Access to Assistive Technology Extended Time (1.5x)

Practored in the ASC Reduced-Distraction Location

Additional Note:

Add Exam Request Back o Testing Requests Overview |

NEED HELP? ACADEMIC SUCCESS CENTER, DISABILITY AND ACCESSIBILITY SERVICES

Access Tutorials
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e Once you have made a test request, then AIM will inform you that the system update has been
successful. You will also receive an email confirmation of your test request (as pictured below

in second image).

@ Exam Request - DSV4-LionHe X 4

< C @ bear

Welcome Luna Lovegood! My Profile My Mailbox (Sent E:

in 1.3spX’ P D=R1xbR6QF3Kvef1cPyhFDfbY8dKZP3IXjbTKCcCOBSFC&SystemMessage=SQLSucce.. % @

My Accommodations  Sign Out

SPRINGFIELD / AcademicSuccess Center

COLLEGE DISABILITY AND ACCESSIBILITY SERVICES

v

My Dashboard

Home » My Dashboard » Exam Request

Login as User Feature EXAM REQUEST List All Exams ~ View Agreement  Exams for the Current Class ~ Add Exam Request

Back to My Profile

@ SYSTEM UPDATE IS SUCCESSFUL

Messagi
SMS (Text ging) The system has successfully processed your request.
Status: OFF
| update preference l CLASS: MAG 103.02 - Introduction To Flying (GRN: 00012)

> My Dashboard

> My Profile

> SMS (Text Messaging) A TERMS AND CONDITIONS OF SCHEDULING EXAM

> Request New Accommodations

> My Malbox (Sent E-Malk) Please read carefully the following terms and conditions of scheduling Alternative Testing in DAS:

¥ My Accommodations Reminder -- At this point, you should have spoken with your instructors to let them know your plan to use your approved
accommodations in thelr course.

> Information Release Consents

> My Eligibiity test/quiz for which you wish to use your alterate testing accommodations. This must be done for ALL TESTS regardless of whether
> List Accommodations automated email confirmation.

> Alternative Testing

> Alternative Formats
> Notetaking Services
>

My E-Form Agreements
e If you made arrangements with your instructor to take your tests in the classroom, o ot select the accommodation of

View All Upcoming Exam Requests

* Student Responsibilities:

Test Requests -~ You are responsible for making a request ONE week in advance of the scheduled test date for EACH
you take it in the classroom with the intructor o in ASC Test Proctoring Center. Once a request is submitted you will receive an
Scheduling Guidelines

If you are planning on taking your test in the ASC, you must select the accommodation of “Proctored in the ASC” and
schedule your tests during ASC's business hours: Monday-Friday between 8:00 am or 4:30 pm.

For tests outside our business hours that you wish to take in the ASC, please contact our office for scheduling assistance.

SPRINGFIELD / AcademicSuccess Center

COLLEGE

v

Dear Luna Lovegood,

DISABILITY AND ACCESSIBILITY SERVICES

This is a confirmation that your test request has been received.

Tests in the ASC: If you requested to take your test with the ASC. The ASC Staff will contact your professors in advance of your scheduled test date to obtain your test.

Tests with your Instructor: If you made test arrangements with your instructor, we encourage you to confirm the plan with your instructor. If you need additional support from our office,

please reach out to us by using the contact information listed below.

DAS staff will reach out to you if there are any issues with the scheduling of your test or if we have any questions in regards to your test.

If you have any questions or concerns please contact us at either 413-748-3389 or at our email: ascdas@springfield.edu

Thank you.

Disability & Accessibility Services Staff

Student: Luna Lovegood (School ID: X00006)

Class: MAG 101.01 - Defense Against the Dark Arts

Exam Type: Test

Date: Monday, January 11, 2021

Start Time: 09:00 AM

End Time: 10:15 AM (75)

Approved Accommodation(s):

+ Extended Time (1.5x)
« Proctored in the ASC
+ Reduced-Distraction Location

"0 * ®
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e Congratulations! You have made your test request!

Late Test Requests

e Please note if you make a request for a test less than two business days prior to your
scheduled test, your test will be considered late. For Late Test Requests, you will view this
page and will be required to provide a reason for your late request. All late requests will be
addressed on a case-by-case basis. You will be notified via email from our office with any
questions DAS staff may have and whether or not we have the space to accommodate your
test request.

CLASS SCHEDULE(S) AND LOCATION(S)

02:00 PM 05:00 PM 01/02/2021 - 05/15/2021 Not Specified

A LATE EXAM NOTICE - ACTION REQUIRED

Please be aware that late requests will be addressed on a case-by-case basis. You will receive an email notification from our office
containing any follow-up questions and whether or not we can accommodate your request.

Moving forward, please make your requests one week in advance of the scheduled test date to ensure that your alternate testing
accommodations can be met.

‘{ Late Exam Request ‘

Reason *: \ Select One v
If you select Other, please specify the reason of late exam request below.

Additional Information:

~

Note: Enter ADDITIONAL INFORMATION and/or ADDITIONAL TIMES you are
available (times must be approved by instructor — refer to your alternative testing
agreement)

[ I have read and understand the late exam request policy above.

| Submit Late Exam Request | [ Back to Exam Detail or Modify Date
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How to View your Test Requests:

e You will be able to view all requests made in your Alternative Testing page by clicking one of
the two options below:

Option 1: You can select “Exams for the Current Class” to see all test requests made for one
course.

@ Exam Request - DSV4-LionHe. X 4

& a8 @& bear.accessiblelearning.com/Springfield/dashboard/Exam.aspx?Step=List&ID=R1xbREQF3Kvef1cPyhFDfbY 8dKZP3IXjbTKcCOBSFC fr @ 0O » ° :

Weicome Luna Lovegood! My Profile My Mailbox (Sent E-Mails) My Accommodations Sign Out

SPRINGFIELD / AcademicSuccess Center

COLLEGE DISABILITY AND ACCESSIBILITY SERVICES

My Dashboard

|<

Home % My Dashboard » Exam Request

Login as User Feature EXAM REQUEST List All Exams ~ View Agreement  Exams for the Current Class  Add Exam Request
w CLASS: MAG 103.02 - Introduction To Flying (CRN: 00012}

SMS (Text Messaging)
All Exam Request(s) for the Current Class

Status: OFF

Update Preference ‘

Test - Friday, January 15, 2021 - 01:00 PM - 04:00 PM (1B0) Modify Request Cancel Request
L o

Status: 9

EEZSN

« Extended Time {1.5%)
» My Dashboard

> My Profile
> SMS (Text Messaging)
> Request New Accommodations

> My Malbox (Sent E-Mallsy

¥ My Accommodations

> Information Release Consents

= Proctored in the ASC
* Reduced-Distraction Lecation

Request Entered on Thursday, January 07, 2021 at 10:47:35 AM

> My Eligibility

> List Accommadations

> Alternative Testing

> Alternative Fermats

> Notetaking Services

> My E-Form Agreements
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Option 2: You can go back to the Alternative Testing main page or you can select “List All
Exams,” if it is an available option on top of your page to see all test requests made for all of

your courses.

@ Alternative Testing - DSV4-Lic X +

& C @ bear.accessiblelearning.com/Springfield/dashboard/Testing.aspx ¥ @D O N e

Welcome Luna Lovegood! My Profile

Login as User Feature

My Mailbox (Sent E-Malls) My Accommodations  Sign Out

ALTERNATIVE TESTING

Back to My Profile |

Status: OFF

| Wi et |
Below is the list of all Alterative Testing Agreement(s) submitted through the system. You can still request exams even if there is no

Alternative Testing Agreement specified.
Select Class: | Select One |

Update Preference

[ schedule an Exam | | View Atternative Testing Detail

UPCOMING EXAM REQUEST(S) FOR THE CURRENT TERM

> My Dashboard

MAG 101.01 - Defense Against The Dark Arts View Other Exams
> My Profile ! !
» SMS (Text Messaging) Test - Monday, January 11, 2021 - 09:00 AM - 10:15 AM (75) Medify Request Cancel Request
> Request New Ac Status:
> My Mailbox (Sent E-Mails) Approved Accommodation(s):

¥ My Accommodations

Information Release Consents
My Eligibility
List Accommodations

>
>

>

» Alternative Testing
> Alternative Formats

> Notetaking Services

> My E-Form Agreements
>

My Signup List

Any questions o concerns?
Use the following contact
information:

Primary Advisor
Name: Hailey Walker
Phone: Not Specified
Send Email

- Extended Time (1.5%)
= Proctored in the ASC
= Reduced-Distraction Location

Request Entered on Thursday, January 07, 2021 at 10:48:44 AM

MAG 103.02 - Introduction To Flying View Other Exams
Test - Friday, January 15, 2021 - 01:00 PM - 04:00 PM (180) Modify Request Cancel Request
Status: Processing
Approved Accommodation(s):

= Extended Time (1.5x)
= Proctored in the ASC
= Reduced-Distraction Location

Request Entered on Thursday, January 07, 2021 at 10:47:35 AM

Contact Us!
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If you see one of your test requests highlighted in red -- do not worry about it (See picture
below)! If you are planning on taking the test in the ASC, you are scheduled to take it with us.

This simply means that your Instructor has not provided us with any test details. DAS staff will
be following up with your Instructor to obtain this information and there is no further action

on your part.

@ Alternative Testing - DSV4-Lic X +

&

C @ bear i \/Springf

Welcome Luna Lovegood! My Profile

Login as User Feature

Back to My Profile l

SMS (Text Messaging)

Status: OFF

Testing.asp
My Mailbox (Sent E-Mails) My Accommodations  Sign Out
ALTERNATIVE TESTING

Alternative Testing Agreement(s)

Below is the list of all Alterative Testing Agreement(s) submitted through the system. You can still request exams even if there is no
Alternative Testing Agreement specified.

Select Cless: | Select One v

Update Preference

I Schedule an Exam I View Alternative Testing Detail

> My Dashboard

> My Profile

> SMS (Text Messaging)

> Request New Accommodations
> My Mailbox (Sent E-Mails)

¥ My Accommodations

> Information Release Consents
> My Eligibility

> List Accommodations

> Alternative Testing

> Alternative Formats

> Notetaking Services

> My E-Form Agreements

> My Signup List

Any questions or concerns?
'EI Use the following contact
information:

Primary Advisor
Name: Hailey Walker
Pnane Nnt Specified

UPCOMING EXAM REQUEST(S) FOR THE CURRENT TERM

| MAG 101.01 - Defense Against The Dark Arts View Other Exams
Test - Monday, January 11, 2021 - 09:00 AM - 10:15 AM (75) Modify Request  Cancel Request
Status: Approved
‘Approved Accommodation(s):

» Extended Time (1.5x)

= Proctored in the ASC

* Reduced-Distraction Location

Request Entered on Thursday, January 07, 2021 at 10:48:44 AM

MAG 456.01 - Herbology Instructor Has Not Submitted Alternative Testing Agreement

View Other Exams Requested in the Same Class
Test - Thursday, January 14, 2021 at 08:00 AM [Action: Delete Exam]
Approved Accommodation(s):

+ Extended Time (1.5¢)

= Proctored in the ASC

= Reduced-Distraction Location

MAG 103.02 - Introduction To Flying View Other Exams

Test - Friday, January 15, 2021 - 01:00 PM - 04:00 PM (180) Modify Request Cancel Request

Status: ing
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How to Modify, Change, or Cancel Test Requests:

e On the Alternative Testing Main page you can also make modifications to your test request or
cancel a test request by locating the test you want to make changes to and clicking either
“Modify Request” or “Cancel Request (highlighted in yellow).

@ Alternative Testing - DSVA-Lic X +
&« C' @ bear.accessiblelearning.com/Springfield/dashboard/Testing.aspx * @D O N e :

Weicome Luna Lovegood!  MyProfile My Mailbox (Sent E-Mails) My Accommodations  Sign Out

Lnglnns User Feature ALTERNATIVE TESTING

‘ a“k“’ MV Profile { Alternative Testing Agreement(s) r

Below is the list of all Alternative Testing Agreement(s) submitted through the system. You can still request exams even if there is no
SRR ) Alternative Testing Agreement specified.
Status: OFF Select Class: | Select One v
‘ Update Preference ‘ | schedule an Exam \ | View Alternative Testing Detail

UPCOMING EXAM REQUEST(S) FOR THE CURRENT TERM
> My Dashboard

» My Profile MAG 101.01 - Defense Against The Dark Arts View Other
> SMS (Text Messaging) Test - Monday, January 11, 2021 - 09:00 AM - 10:15 AM (75) Modify Request  Cancel Request
> Request New Acc i Status:

> My Mailbox (Sent E-Mails) Approved Accommodation(s)

= Extended Time (1.5x)
> Information Release Consents * Reduced-Distraction Location
> My Eligibility Request Entered on Thursday, January 07, 2021 at 10:48:44 AM
» List Accommodations
> Alternative Testing

51 Alterriative Formots MAG 103.02 - Introduction To Flying View Other Exams
> Notetaking Services Test - Friday, January 15, 2021 - 01:00 PM - 04:00 PM (180) Modify Request Gancel Request
» My E-Form Agreements Status: Processing

» My Signup List Approved Accommodation(s):

= Extended Time (1.5x)
= Proctored in the ASC

Any questions or concerns?
Use the fallowing contzct = Reduced-Distraction Location
information:

Primary Advisor Request Entered on Thursday, January 07, 2021 at 10:47:35 AM
Name: Hailey Walker
Phone: Not Specified
Send Email

Ouectinne? Contact Ll

Modify a Test Request

e If you choose to modify your test request, it will bring you back to the Exam request page for
that particular test. Simply make your changes, and press Update Exam Request (highlighted
in yellow). You will be able to view the changes to your test on the main Alternative Testing
page.
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® & @ Exam Request - DSV4-LionHe X -+

& c @& bearaccessiblelearning.com/Springfield/dashboard/Exam.aspx?Step=Modify &ID=TQtMEkxtiMOwoUwCm0OzVorQKhFaDxcGkHO...  ¥r @ ] 0 b 3 o

Welcome Luna Lovegood! My Profile My Mailbox (Smt E-Mails) My Accommodations Sign Out

v

February 09
Coi

urses
09:00 AM 10:00 AM 12/01/2020 - 05/15/2021 Hickary 102

v

February 24
No Classes - Wellbeing
Wednesday

> March 09 A TERMS AND CONDITIONS OF MODIFYING EXAM
SCHEDULE CHANGE! Wednesday
Schedule of Classes

April 02 Any modifications made to your request will need to be approved on a case-by-case basis. Please keep an eye out for any email outreach
No Class - Good Friday from our office containing questions about your updated request.

April 03

No Class - Easter Weekend
*1 Exam De! |
“ Alternative Testing Agreement Type: DAS Testing Agreement
Once you finish with your session,

please do rot forget to Log Out Request Type *: | Test v

and Close Your Browser.

Log Out Date *: |01/11/2021

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

v

~

Time *: [9AM v| |DO v

MI Services Requested (As ) * }
[[] Access to Assistive Technology Extended Time (1.5x)
Proctored in the ASC Reduced-Distraction Location

Additional Note / Reason to Modify *:

[ Update Exam Reguest } ‘ Back to Testing Requests Overview
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Cancel a Test Request

e If you press Cancel a test request, it will bring you to another page, where you will need to
review the test details and make sure that it is the correct test you want to cancel. If you want
to cancel the test, press “Confirm Cancellation.” You will be able to see that your test request
has been canceled on your Alternative Testing main page.

[ ] ([ ] @ Exam Request - DSV4-LionHe X +

& -4 @& bear.accessiblelearning.com/Springfield/dashboard/Exam.aspx?Step=Cancel&ID=TQtMEkxtiMOwoUwCm0zVorQKhFaDxcGkHO... 3¢ @ 0 » e

Welcome Luna Lovegood! My Profile My Mailbox (Sent E-Mails) My Accommodations Sign Out

Login as User Feature EXAM REQUEST List Al Exams  View Agreement Exams for the Current Class  Add Exam Request

EsacatoBylroric) CLASS: MAG 101.01 - Defense Against The Dark Arts (CRN: 00001}
SMS (Text Messaging)
A IMPORTANT NOTICE
Status: OFF
Update Preference If you are needing to reschedule your current exam request, please select "Do Not Cancel and List All Exams" below and use the

“Modify Request" option to reschedule your exam to a different date and/or time.

_ If you accidentally cancelled your exam, please contact our office as soon as possible.

Academic Success Center
> My Dashboard Disability and Accessibility Services

> My Profile Springfield College
> SMS (Text Messaging) éga sgggsme; i
> Request New Accommodations

ascdas@springfield.edu
> My Mailbox (Sent E-Mails) p: (413) 748-3389

f: (413) 748-3631

> Information Release Consents
> My Eligibility

{ Exam to Be Cancelled }

Class: MAG 101.01 - Defense Against the Dark Arts
> List Accommodations

> Alternative Testing Date: Monday, January 11, 2021
> Alternative Formats Time:  09:00 AM

> Notetaking Services
[ Do Not Cancel and List All Exams ] Confirm Cancellation |

> My E-Form Agreements

> My Signup List

Any questiens or coneerns?
Use the following contact
information;
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Contact DAS:

Contact DAS if you have any questions or concerns about the Alternative Testing Module or Test
Request Process:

1. Disability & Accessibility Services
m ascdas@springfieldcollege.edu
m  413-748-3389

2. Erin Eighan, Assistant Director of the ASC

m eeighan@springfieldcollege.edu
m 413-748-3724
3. Hailey Walker, Accessibility Coordinator
m hwalker@springfieldcollege.edu
m 413-748-3768
4. Camille Elliott, Associate Director of Student Services
m celliott@springfieldcollege.edu
m  413-748-3720
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