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AccessAbility Services

Self-Renewal Module for Reviewing and Confirming Accommodations

At the beginning of each term, students registered with AccessAbility Services need to complete
the following steps to review and activate their accommodations. Newly registered students
will also complete this module after their Intake appointment.

Reminder emails will be sent out by AccessAbility Services when the self-renewal module is
open to students for the current academic term.

The self-renewal module can be accessed through the AccessAbility Services’ myAIMS system
via www.uoft.me/myAIMS. Alternatively, you can find the link to myAIMS on AccessAbility
Services website at www.utsc.utoronto.ca/ability.

Student Guide: Step-by-Step in myA/IMS

1. Loginto myAIMS with your UTORid and password. You will then be directed to the
myAIMS welcome page and main menu.

Blackbioard Portal | WebOption | ROSI | Webmed | Library

UTORId:

Password

Note: If your UTORid password is more than 8 characters/digits in length, please anly enter the first 8 charaters/digits of your password
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2. Select the second menu icon labelled “Review and Confirm my Accommodations”

@ Biackboard Portal | WebOption | ROSI | Webmadl | Library
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1 Main menu
Welcome to myAIMS: my AccessAbility Information Management System
Please select an option from the menu below
mn e [ 2 ==
o) e Q i 1
View my Review and Confirm my Manage my Quizzes,Tests and Manage my
Document
Appointments Accommodations Exams Notetaking
Uploads
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You will then be taken to a text page explaining the approval process.

Biackbowd Poral | WebOpeon | ROS! | webmai | Lirary

myAIMS

Main manu

Accommodations FAQ  Submitacomment  Help

Request for Accommodations @ Help

Please visit our Step-by-Step Guide {LINK} if you have any questions or if you would like detailed instructions for each step of this module.

Select the 'Accommodations’ button on the top toolbar above to get started.

The Review and Confirm my Accommodations module allows students to:

1. Review, acknowledge, and approve your own accommodations for each of your courses.

2. Indicate if you would like to discuss a change to your accommodations.

3. Automatically send a link to the Accommodation Letter to your Course Instructors, for courses which you have confirmed the accommodations.

4. Access and download your own Accommodation Letter, at any time, once you confirm the accommodations.

If you have any questions or require assistance please contact our office at ability.utsc@utoronto.ca or 416-287-7560 during business hours.

UTSC romorow iscreated here. Uof T Scarborough Campus. 1265 Miary Tra, Torono, ON, Canede, MIC 1A, P (416) 287 8872

3. Select the “Accommodations” tab on the top-left menu bar to proceed.

Blackboard Portal | WebOption | ROSI | Webmall | Library
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Request for Accommodations @ Help

Please visit our Step-by-Step Guide {LINK) if you have any questions or if you would like detailed instructions for each step of this module.

Select the "Accommodations’ button on the top toolbar above to get started.

This will direct you to the Request for Accommodations page. This page contains a table with
four column headings: Course, Status, Request, and Letter. In the “Course” column you will see
a listing of the courses in which you are currently enrolled.
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If you are unable to see your courses, please

make sure the correct session on the top right-

hand side is selected, next to where it says “Show Term”. To do this, click on the drop-down
menu and select the appropriate academic session. Click refresh to update this information.

o
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Main menu

Accommodations FAQ Submit a comment Help

Request Accommodations

You can use this page to request accommodations for your courses

Blackboard Portal | WebOption | ROSI | Webmad | Library

“log out

) “lick the 'Request’ button on your first course in the ow lo get starte

Your courses I Show term:  Summer Session 2021 2 I-.w,uS
Course Status Request Letter
TestCourse101 Sent m
ZZY A01H3 Your Jotior b e st 10 yon g = abruckr euds-your
Section LECO1 accommodation letie
AnotherCourse201 Waiting for student to request
YYZ ADTH3 Pleasa click the "ReqUESE bution 10 MeVIew Gnd confirm your Accommodations

Section LEC01

Moonlanding101 Waiting for student to request
MOO A01H3 T, o 5 e o
Section LEC02

ick the 'Reques

urc Tomorrow is created here.
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4. Once your current courses appear in the “Course” column, you will a see in the “Status”
column “Waiting for student to request”. Select the “Request” button, under the
“Request” column. This action will direct you to a new page.
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Biackboard Portal | WebOption | ROSI | Webmail | Library
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Your accommodations

Alternative requirements for participation and oral presentations may
need to be explored (e.g., email thoughts and opinions vs. speaking up
in class). Instructors are encouraged to contact AccessAbility if you
have any questions or concerns.

& Breaks (under supervision of Invigilator): 5 minutes per hour

# Course readings and assignments required in advance of class

Extra time for all tests/exams/quizzes (including in-class tests): 25%
extra time

Peer notetaker (a note taking package with instructions regarding
recruiting a volunteer notetaker will provided to the Professor by the
Student)

& Permanent

Use of recording device for lectures (student will use their own device,
recording will be used for personal use and will not be shared with
others)
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log out

ymmodations at this time. If your accommodations require

Courses to request

AnotherCourse201 YYZ A01H3 section LECO1
8 Doyle, Tina tina doyle@utoronto ca

Moonlanding101 MOO A01H3 section LECO2

Colleen Reid colleen.reid@utoronto.ca

check all check none



5. On this page, you will see a listing of Your Accommodations. They will all be checked.
Use the check boxes to the left of each accommodation to select the accommodations
you would like. If you would like to use all your accommodations, make sure all the
boxes are checked, as only those accommodations that have been checked will be
provided. Below the listing you will see the option to “Check All” which will check off all
the accommodations.

6. On the right-hand side of the page is the heading, “Courses to Request”. If you have
selected one course, but wish to self-renew your accommodations for all your courses,
you can select the “Check All” link below the “Courses to Request” list.

7. Indicate if your accommodations require any changes. In the middle of the page, there
is a section indicate if your accommodations require any changes. Check off the option
that is relevant to you:

o | have reviewed and accept the Accommodation plan as listed above
or
o | would like to discuss changes to the Accommodation plan as listed above

Use of recording device for lectures (student will use their own device
recording will be used for personal use and will not be shared with
others)

check all check none

Please indicate if your accommodations require any changes

have reviewed and accept the Accommodation plan as

listed above
would like to discuss changes to the Accommadation
plan as listed above

Accepting the Accommodation Plan

If you selected that you “accept the Accommodation plan as listed above”, then once you have
clicked “Submit”, myAIMS will automatically email a link to your Letter of Accommodation to
you course instructor(s). You will be directed back to the main Accommodation Request page.

Discussing Changes to the Accommodation Plan

If you selected that you would “like to discuss changes to the Accommodation plan as listed
above”, AccessAbility Services staff will be notified and will reach out and contact you. You can
expect to hear from a staff member within 2 business days of indicating that you want to
discuss changes to the Accommodations. If you have an urgent need, please feel free to reach
out to our front desk during business hours at 416-287-7560 or email ability.utsc@utoronto.ca
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8. Read through the Terms. Please take the time to carefully review the Terms section of
this page. This section includes an AccessAbility statement on how your Information will
be used, Limits to Confidentiality, and the Student Statement of Responsibility. After
reviewing this information, you need to check the box containing the statement of
agreement to these terms. This is located at the bottom, right-hand side of the page.

Terms
Accommodation Agreement - Please Read Carefully
| understand that | have a responsibility in the accommodation process including:
making my needs known to the best of my ability, preferably in writing, so that the university may make the requested

accommodation;

when making accommodation requests, | have a responsibility to give the university (AccessAbility Services, Faculty, Staff) ample
time to ensure that accommodations will be available when needed;

answer questions or provide information regarding relevant restrictions or limitations, including providing information from medical
and health care professionals, where appropriate, and as needed;

m | agree to the terms outlined above

cancel m

9. Click the “Submit” button on the bottom right hand side of the page.

Blackboard Portal | WebOption | ROSI | Webmall | Library
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Accommodations FAQ Submit a comment Help
Request Accommodations
Your accommaodation request(s) have been submitted. Please review the list below.

You can use this page to request accommodations for your courses. Click the 'Request’ button on your first course in the list below to get started

Your courses: Show term:  Summer Session 2021

ar

Course Status Request Letter
TestCourse101 Sent m
ZZY AOTH3 Your accommodation letter has boen sent 10 your instructor. This status will change o "Confimed” if or when your instructor reads your

Section LEC01 accommadation letier

AnotherCourse201  Sent m
YYZ ADTH3 Your accommodation letter has basn sent 10 your insiructor, This status will changs 1o "Confimed” If or when your instructor reads your

Section LECO1 accommodation letter.

Moonlanding101 Waiting for student to request m

MQO AD1H3 Please click the ‘Request bution 1o review and confifm your Accommodations

Section LEC02

Tomorrow fs created here. U of T Scarborough Campus. 1265 Milkary Trail, Toronto, ON. Canada, M1C 1A4, Ph. (416) 287 8872

After you click “Submit” you will be re-directed back to the main Request Accommodations
page, which shows the status of your requests and letters.

If you accepted accommodations for a course, the Request button will no longer appear, and
the status column for the course(s) will now say “Sent”. You can also now review your
Accommodation Letter by selecting the “Get Letter” button showing in the “Letter” column on
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the right hand side. This will allow you to open and download a PDF copy of your
Accommodations Letter.

If you selected that you would “like to discuss changes to the Accommodation plan as listed
above”, the Request button will no longer appear for the courses that you have chosen to self-
renew, and the status column for the course(s) will now say “Pending waiting for staff”.

Once you have addressed Accommodation plan with staff at AccessAbility Services, or anytime
changes have been made to your Accommodation plan, you may be directed to complete the
self-renewal steps in myAIMS again, to confirm and activate your current Accommodations. If
you are asked to complete the module again the status of your request will appear as “Pending
waiting for student”, until you complete the module steps (see above Steps 1 to 9).

If you have any questions related to the self-renewal process for accommodations, please
contact the AccessAbility Services at 416-287-7560 or ability.utsc@utoronto.ca.
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