
Student Instructions Using the 
AIM Testing Module



Overview of the 
AIM Process

1. Student receives Office of Disability Services (ODS)
accommodations.

2. Students selects which accommodations they will use in each class.
This generates the ODS letter with testing agreement on the
bottom of it. The instructor is responsible for completing the testing
agreement.

3. If student select alternative testing as an accommodation, they can
use the alternative testing module.

4. Student submits an exam request using the AIM alternative testing
module. They will use their syllabus to request exams on the dates
specified. The instructor will receive an email regarding the request
with an option to dispute the request, if needed.

5. The instructor will complete the instruction sheet before each exam
and upload the exam.

6. Student takes exam.
7. Exams is returned to the instructor.



Student receives 
accommodations 
from the Office of 
Disability Services 
(ODS)

• Students will select which accommodations they will use
for specific classes.

• If a student has testing accommodations, they would
select the box labeled “alternative testing”. They are then
able to take their exam at the Academic Testing for
Student with Disabilities (ATSD) office.

• After the request is submitted, ODS will review and send
the accommodation letter.

• See the instructions “Submitting Requests for
Accommodation Letters in AIM” for details about this
step.



Students will submit 
an exam request 
using the AIM 
Testing Module

1. The student signs into the AIM system.

2. On the left side, the student would click on the 
“Alternative Testing” section.



Student AIM 
Display



Student will 
select which 

class they want 
to take exam and 
select  “Schedule 

an Exam.”



Exam Request/Exam Detail

• The Exam Detail must be complete in order to take an exam at ATSD.
• Refer to your syllabus for exam dates and times.

• Also check the Exam Schedule Availability which is in the Exam Detail.
• Make sure you complete all the information of the Exam Detail.
• Students have the option on which accommodations they will use at the testing center. It is in Exam 

Detail under “Services Requested”.

* It is important to select Extra Time on exams.
* If you do not select an accommodation such as the use of Kurzweil, it will not be provided. 

• Once completed student will select the “Add Exam Request” located below Exam Detail.





If fields are 
missing 

information, you 
will receive an 

Incomplete 
Fields message



Once the Exam 
Detail is entered 
correctly you will  
see the system 

update is 
successful on the 
top of the page.



Successfully submitting an exam 
request does not guarantee 

approval. You will receive an email 
which explains the next steps.





Once the test request is approved by the testing 
center, the student will receive this approval.



To reschedule request, the student will login to AIM 
System. The student will go to Alternative testing, 
locate the Upcoming Exam Requests section, then 
select Modify Request on the exam to be changed. 



The student can select Modify Request and  then 
change the date and time. The status will change from 
approved to processing.



To cancel a request



A warning
populates at
the top of the
page.  Student 
can select to 
not cancel or 
confirm the 
cancellation.



Questions?

Email:
atsd@txstate.edu

Phone:
512-245-7856
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