
How to Submit a Testing Request 
Quick Guide 

1. To sign in start from the CMU website or MavZone, navigate through the tabs of “Getting Help,” and 
“Accessibility Services.” This will take you to EAS’s webpage, scroll down to see the red “AIM Portal” button.  
You might be prompted to sign in. Use your Mavzone username and password. 

 

2. You will be directed to your personal AIM Overview. On the left-hand side you will then select “Accommodated 
Testing” under My Accommodations. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

3. You will be directed to a scheduling window. (1st) select your class using the carrot in the drop-down menu, 
then highlight and select the class you have a test in, and then (2) click “Schedule an Exam” button. 

  
  

1   

2 

 
If you receive an Alert, such as 
this, it means that you haven’t 
sent your accommodations yet. 
You will need to do this first 
before you can schedule a test 
for this class. 
 

Accommodated Testing 



4. You will be directed to an Exam Request form. The AIM system will use the information you enter, to generate 
an appointment on the EAS schedule and automatically email an exam request to your professor. You will 
receive an email with your scheduled exam information when it has been approved by EAS 
(a) The class schedule will populate above the form.  
(b) Select the test type - Exam Quiz or Final 
(c) Select the testing date via the calendar or type it into the box– keep in mind the system requires a 2-digit 

month, a 2-digit day, and a 4-digit year 
(d) Select the hour and minute you will start the test.  

Remember: Students should schedule accommodated tests for the same time the WHOLE class is scheduled 
to take the test. If there are extenuating circumstances AND you must test at a time different from your 
classmates, please use the “Additional Note” box to explain. If you are scheduling an exam within 48 hours 
or less of the test time you will be required to provide a reason for your late request. 

(e) Select your approved testing accommodation(s) that you wish to use for the specific exam 
(f) Then click “Add Exam Request.” 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Don’t Forget - Talk to your professor to make sure you both know the arrangements for the 
exam. 
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