
How to 
Schedule a Test in AIM



Under the 
"Accommodations”

Menu 

Click on 
“Alternative Testing”

From your AIM Portal Dashboard



If you do not see 
the option to 

“Schedule an Exam” 
below policies and procedures, 

contact your teacher and 
request that they log into the 

Faculty AIM Portal to fill out the 
Alternative Testing Contract.

Once your teacher fills out the contract, this option will show up.
 To schedule, select your course from the drop-down menu and click 
“Schedule an Exam.” From the next screen, fill out the Exam Request.



If you see the Drop Down Option
“Available Exam Dates”

this is the date and time your teacher is 
suggesting you schedule your exam.

If this time does not work for you or the ACCESS 
Office is not open at the suggested time, you may 

change the date and time for the request.

For this form, your teacher has already filled out 
the test length, and AIM will calculate your 

“Total Exam Length” based on your 
accommodations.

If you do not see “Available Exam Dates” as an 
option continue to the next page.



If you do not see “Available Exam Dates”
pick a date and time as close to the class 

testing time as possible.

Enter the amount of time the CLASS will 
be given for this test.

(10 min.–30 min.–60 min.–75 min…)

Do NOT add any additional time AIM will 
calculate your “Total Exam Length” based 

on your accommodations.



Make sure you have 
entered the name of 

your test in the 
Additional Note 

Section!
   

Test 1, Quiz 2,
Ch 4 Exam…

After you have done 
that click,

“Schedule an Exam.”

Before Submitting Your Request



If you have successfully submitted your request, you will see a green check mark at the top 
of the screen and your test date and time under “Upcoming Exams.”

If you have tried to schedule without the required notice, AIM will show you the earliest 
available day to take your test.

If you have tried to schedule a test 

outside of ACCESS Office hours you will see 

“The Exam Type is not allowed for the selected day.”
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