How to Edit Testing Agreement — Faculty
Quick Guide

1. Log on to Colorado Mesa University’s website. Select “Getting Help”.
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2. Then select “Accessibility Services”.
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3. You will be routed to EAS’s page. Select “AIM FOR FACULTY”.
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Services Exam Requests for Finals are Late.

Exam requests for Finals week were due yesterday in the AIM Portal. If you have questions, please call
970-248-1856. Late requests may be denied due to capacity limits. Approval is on an individual
basis and not guaranteed
Check out your Fall '22 Finals Schedule here or on the Registrar's Website
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4. Each time you log into the Faculty AIM Portal you will be given the FERPA
reminder. Simply click “Continue to View Student Accommodations” to be
directed to your homepage.

FERPA (Confidentiality Statement)
Along with the right to access the records of students comes with the responsibility to maintain the rights of students particularly as
outlined in the Family Educational Rights and Privacy Act (FERPA). Student Records are open to members of the faculty and staff who have
a legitimate need to know their contents; however, you do have a responsibility to maintain confidentiality.
Reminders:

» Please REFRAIN from using SHARED (PUBLIC) COMPUTER.

= REMEMBER TO SIGN OUT AND CLOSE THE BROWSER COMPLETELY AFTER YOU ARE FINISHED ACCESSING THIS
INFORMATION

l Continue to View Student Accommodations u




5. Navigate to the left-side tool bar to select “Accommodated Testing”.
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Once you finish with your session,
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Legend:

please do not forget to Log Out = AST: Assistive Technology/Auxiliary Services « CLSA: Classroom Environment
and Close Your Browser. » DHH: Deaf and Hard of Hearing * NTE: Peer Notetaker
| Log Out | = TEST: Testing Accommeodations (Including extended time, reduced distraction, etc.)

6. Inthe center of the page, select the course from the “List EAS Accommodated
Testing Agreement”. Then, select “View” to edit that course agreement.
*You will have to adjust each course separately.

LIST EAS ACCOMMODATED TESTING AGREEMENT

Hint: If you need to make any changes, please select the following EAS Accommodated
Testing Agresments and click View. If you would like to make 2 copy of vour EAS
Lccommodated Testing Agreement to another course, please use the following function to
select vour source EAS Accommodated Testing Agreement and your other course,
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Copy to: |Select One V| Copy

7. Scroll down on the Testing Agreement to the “Exam Type(s)” section to adjust
regular class exam length. Select “Update EAS Accommodated Testing
Agreement”. Repeat as necessary for other sections/courses.
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