
Dear Instructor,  
 
You currently have at least one registered DRC student in at least one of your courses. You may have 
also received a Faculty Notification Letter discussing accommodations for students in your course(s).  I 
am sure that many of you have questions and are feeling a little confused. 
 
In the Summer of 2023, the Disability Resource Center transferred systems and processes.  It was our 
hope to have a CAPE training ready for you all, but unfortunately it is not ready just yet.  Our new 
system is called AIM (Accessible Information Management).   
 
AIM is accessed through your go.csn.edu account.   

• You will use your regular single sign on credentials to log into go.csn.edu.  

• Search for AIM DRC and click the tile.   

• Once you get to the splash page, click Faculty Portal. 
 
In your faculty portal, you can view which students in which courses have which accommodations.  You 
can view their individual accommodation letters, complete faculty testing agreements, upload your 
syllabus, and upload digital copies of any exams your students will be taking (if needed). 
 
 

 
 
 
I know this is a lot of information and I want to make sure that you have everything you need to be 
successful this term and in terms to come.  The following is information and steps for processes you 
made need to complete in AIM and what you can expect from your students and the Disability Resource 
Center. 
 
Accommodations the DRC provides: 

• 1.5x or 2.0x extended time on exams 

o This means that where the typical student receives, for example, 60 minutes to 
complete an exam, the student with this accommodation would receive 90 or 
120 minutes respectively.  Students can be approved for 1.5x or 2.0x, but not 
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both.  For exams that are given through Canvas or another web platform, 
faculty are responsible for adjusting the time limit for the student.  If you need 
support with making these adjustments, E-Learning (for Canvas) or the 
publisher of the web product you use should be contacted. 

• Absences / Breaks 
o Students may need to miss class or step out of class related to their disability.  

These accommodations are given sparingly, as we acknowledge the importance 
of class attendance.  That being said, students with disabilities that need to be 
away from class related to their disability should not be penalized. 

• ADA Adaptive Technology 
o This accommodation allows students to have access to technology in the course.  

This is most typically used in conjunction with notetaking software.  This can be a 
laptop, phone, tablet, or other adaptive technology device. 

• Alternate and/or preferential in-class seating 
o This accommodation could be an alternative chair or table (The DRC has a 

separate table suitable for use with a wheelchair, mobility device, or adaptive 
chair in most classrooms.  We do facilities walks regularly to make sure that they 
are present; however, if you happen to be teaching in a classroom that is not 
equipped, please let us know and we will support you.)  This may also mean that 
the student needs a preferential seat (near instruction, near the door, away from 
the door, etc.) 

• Alternative Text 
o A student with this accommodation is provided digital copies of the textbook 

that allow them to access digital support resources like screen readers, digital 
highlighting, etc.  This digital copy is produced by the Adaptive Technologist in 
the DRC, in conjunction with the student and the publisher.  Students are 
required to purchase the textbook and digital copies are not provided until the 
student provides a copy of the receipt.   

• Braille 

• Calculator 

• Lab Assistants & Live Notetakers 
o Students will live notetakers and/or lab assistant accommodations are rare, but 

this is an accommodation we provide.  It is important to note that a lab assistant 
and/or live notetaker is not a tutor, substitute for the student, or other support 
person.  They are simply another person who completes physical tasks or takes 
notes at the direction of the disabled student or for the student, where the 
student is not able.  If you have a student with a lab assistant and/or live 
notetaker in your course, you will be contacted by the DRC to discuss the 
accommodation and placement. 

• Notetaking Software (Glean) 
o This software records lectures in audio format and transcribes to text 

afterwards.  Students are informed that if at any time an instructor tells them to 
stop recording, that they must do so. 



• Quiet and / or Private Testing Environment 
o This testing accommodation allows students to take exams in private exam 

rooms located within the DRC.  Rooms are available on all three campuses and 
must be scheduled by the student, at least 7 days prior to the exam.  Exams are 
proctored by trained DRC staff. 

• Reader/audio 
o Screen readers and audio support by a trained DRC staff member can be 

provided to students to assist with reading tasks, exams, and computer-based 
functions. 

• Scantron Assistance / Scribe 
o This testing accommodation supports students who may have difficulty or be 

unable to complete a scantron form or write written responses.  Scribes only 
record what is dictated by the student and do not act in any capacity other than 
a hand to record information.  Scribes are trained DRC staff. 

• Sign Language and/or Oral Interpreter 

• Real-Time Captioning (CART) & Speech-to-Text (Typewell Transcriber) 

This list is not exhaustive.  If you have questions about a specific accommodation, please feel 
free to reach out to me directly. 

 
Upload Your Course Syllabus 
While not required, it is very helpful in supporting our students.  We do not have access to your syllabus 
otherwise and it aids us in answering questions and making sure accommodations are coordinated 
properly and proactively. 
 

• Log into go.CSN.edu using your faculty credentials. 
• Find the AIM DRC tile (if you can’t find it, search AIM or DRC). 
• Click the tile for Faculty Portal. 

o The first time you log in, you will need to complete a FERPA Acknowledgement. 
• Click “Course Syllabus” on the left-hand side under the Views and Tools menu. 
• Select the course from the drop down. 
• Enter a title. 
• Attach the file. 
• Click “Upload Syllabus”. 



 
 
 
Faculty Notification Letters 
Students are REQUIRED to send you their own Faculty Notification Letters.  This can be done through an 
email sent to your faculty email through their AIM account, directly from their student email, directly 
from their Canvas account or handed to you in hard copy.  While they are responsible for sending you 
the letter, our system sends a “Courtesy Copy” (which many of you have already received).  I know that 
previously there were concerns about Notification letters going to the Spam Folder as AIM sends emails 
from an [EXTERNAL] email.  Not to worry, notifications from students will come from CSN whitelisted 
emails and should not be filtered out.  This courtesy copy is not a substitute for the student presenting a 
copy to you directly.  Additionally, we also tell our students to request that instructors respond to the 
email and confirm receipt.  Acknowledgement of receipt can also be sent in AIM.  This is a safeguard for 
everyone.   It is important to note that accommodations are not retroactive.  If a student receives 
approved accommodations on August 28th and does not provide you the letter until September 11th, 
the accommodations will not be in place for anything that occurs before you are given the letter. 
 
 The last way instructors might view Notification Letters is through their AIM portal. 
 
To view Faculty Notification Letters in your AIM Portal: 

• Log into go.CSN.edu using your faculty credentials. 
• Find the AIM DRC tile (if you can’t find it, search AIM or DRC). 
• Click the tile for Faculty Portal. 

o The first time you log in, you will need to complete a FERPA Acknowledgement. 
o Click “Continue to View Student Accommodations”. 

• Click “View” next to the student’s name that you want to view. 
• Click “Submit Acknowledgement Electronically”. (This confirms that you have received 

and viewed the student’s accommodations. 



 

 

 
 
Testing Accommodations & Alternative Testing Agreements 
Students who have Alternative Testing accommodations must have a completed Faculty 
Alternative Testing Agreement completed in order for them to be able to access our 
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quiet/private testing rooms and schedule exams.  Previously, faculty had to complete a paper 
form for each student per exam per course all semester long.  Through AIM, we have 
streamlined the process.  Now, faculty members complete one agreement which covers all 
students in a given course for all exams given in the term.  This agreement asks the faculty 
member to give the DRC information regarding time for exams, method of completion, method 
of delivery back to the instructor, and any allowable items (like calculator, notes, etc.).  The 
faculty member also includes their email and a contact number in case there are questions or 
concerns. 
 
For labs, large sections, or multiple sections which use the same syllabus / quizzes and 
parameters, you can provide that information to me directly and I will support you with 
getting it entered and updated. 
 
Students are permitted to take the exam during the regular class time only (with the extension 
of time if they have the approved accommodation).  Taking exams in the DRC allows us to 
proctor the exam, give the extended time, and allows instructors to continue with their 
schedule.   
 

For example, if Instructor A gives a 30-minute quiz at the start of class and plans to 
lecture after the 30 minutes have elapsed, Student B who has an accommodation of 
double time for quizzes would not have enough time to complete the exam before the 
lecturing began.  Additionally, it is not expected that instructors make the whole class sit 
silently and wait while a student with accommodations finishes.  I am sure you can all 
see the litany of issues that would or could arise if that was the option.  With the 
Alternative Testing Agreement completed, Student B would schedule to take the exam 
30 minutes prior to the start the class.  Complete the exam and return for the lecture 
with the rest of the students.   

 
There are other ways we can accommodate our students with alternative testing 
accommodations on a case-by-case basis and always in consultation with the instructor.  It is 
important to note that students MAY NOT reschedule an exam for another time without the 
instructor’s permission.  If a student with an approved exam attempts to reschedule, a DRC 
Staff Member will contact you to either approve or deny the reschedule and discuss next steps. 
 
To complete the Faculty Alternative Testing Agreement: 

• Log into go.CSN.edu using your faculty credentials. 
• Find the AIM DRC tile (if you can’t find it, search AIM or DRC). 
• Click the tile for Faculty Portal. 

o The first time you log in, you will need to complete a FERPA Acknowledgement. 
• Click “Alternative Testing” on the left-hand side under the Views and Tools menu. 
• Select the course you want to complete the agreement for from the drop down. 
• Click “Specify Alternate Testing Agreement”. 
• Enter the required information and click “Submit Alternate Testing Agreement”. 

o One agreement should be completed per course per semester. 



o If your exam is untimed, enter 9999 for the number of minutes boxes. 
 

 

 

 

 



 

 

 

 



 

 

 

 



  



Uploading / Retrieving an Exam: 
• Log into go.CSN.edu using your faculty credentials. 
• Find the AIM DRC tile (if you can’t find it, search AIM or DRC). 
• Click the tile for Faculty Portal. 

o The first time you log in, you will need to complete a FERPA Acknowledgement. 
• Click “Alternative Testing” on the left-hand side under the Views and Tools menu. 
• Select the course you want to complete the agreement for from the drop down. 
• Once an exam has been scheduled by the student, there will be a place for you to 

upload a copy of the exam.  This is especially helpful if you are giving a paper-based 
exam. 

o The DRC will print a copy, have the student complete it, upload a copy of the 
completed exam, and email you a copy of the completed exam.   

o Completed exams are available in AIM indefinitely. 
 

 
 
Tabs for Alternative Formats, Notetaking Services, and DHH Scheduling: 
There is nothing you must “do” here.  These tabs show you which, if any, students have 
accommodations for Alternative Format Textbooks, have a notetaker, or have an interpreter / speech-
to-text services. 



 

 

 

 

 



 

 

 

 

 

 

I know that this is a lot of information, but it is our sincere hope that AIM will simplify your jobs and 

make opening equal access an enjoyable experience.  If there is ever anything I can do to support you or 

your students, please do not hesitate to contact me directly. 

 


