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How to Request Alternative Formats in

the AIM STUDENT PORTAL

Step-By-Step Guide
= Step 1: Go to the Disability Access Center Website

https://www.pfw.edu/dac

= Step 2: On the top right side of the page click on the MENU, Click the STUDENTS tab, then click on
AIM STUDENT PORTAL on the right side of the page

= Step 3: Log into the AIM STUDENT PORTAL using your Purdue Fort Wayne username and password

= Step 4: Once logged in, under MY ACCOMMODATIONS to the left, click on ALTERNATIVE FORMATS

= Steps 5-7: Enter required information for each Alternative Format you are requesting and upload
receipt for proof of purchase

Step 8: Downloading an Alternative Format book from Microsoft OneDrive
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How to Request Alternative Formats in the AIM

STUDENT PORTAL

PURDUE UNIVERSITY.

FORT WAYNE
Step 1: Go to the Disability Access Center DISABILITY ACCESS CENTER

[
We b s Ite A Home Disability Access Center Students AIM Student Portal

www.pfw.edu/dac

Step 2: On the top right side of the page
click on the MENU, Click the STUDENTS
tab, then click on AIM STUDENT PORTAL
on the right side of the page

PFW AIM Student Portal

The Disability Access Center uses Accessible Information Management (AIM), a virtual accommodation management portal

that streamlines and assists students in coordinating their accommodations with instructos, |~ ABOUTUS

If you need to start the process of establishing accommedations at Purdue Fort Wayne, or are interested in learning more
commodations at Purdue Fort Wayne, you will need to fill out an Accommodation Request Form. To do this, click
the Request an Accommodation button below.
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How to Request Alternative Formats in the AIM

STUDENT PORTAL

Step 3: Log into the AIM STUDENT PORTAL using your Purdue Fort Wayne credentials

< C @ casprodpfw.edu/c

shibadprod.pfw.edu%2F

EM GCENTRAL AUTHENTICGATION SERVIGE [CAS)
FORT WAYNE
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Step 3a: Insert PFW Username ‘ - T i
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Step 3b: Insert PFW Password
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How to Request Alternative Formats in the AIM

STUDENT PORTAL

Step 4: Once logged in, under MY T ————r—
ACCOMMODATIONS to the left, PURDUE UNIVERSITY.

click on ALTERNATIVE FORMATS FORT WAYNE

Home 3 My Dashboard » Overview

‘ Back to My Profile ‘

AVAILABLE SIGNUP SHEET

SMS (Text Messaging)

|Sele|:t One

Status: OFF

| Update Preference |

Need Help?

If you do not see your courses listed below, it may be because DAC's 5

ystem has not yet uploaded your classes from the school system. Please

B iy CEied wait up to 48 hours for the system to be updated.
¥ My Profile _
If you need immediate assistance, please contact our office or come into the office.
» SMS (Text Messaging)
> Additional Document3tion LIST ACCOMMODATIONS FOR FALL 2021
> My Mailbox (Sent E-Mails)

Refine Search Result: ‘ Search All ~

¥ My Accommodations _
‘ Refine Search

> Information Release Consents

> My Eligibility Previnus. Term Term: Fall 2021

> List Accommodations

¥ Course Syllabus

> Alternative Formats

o
s

No Accommodation Request Found

> My Documents
Questions? Contact Us!
> My E-Form Agreements
Please contact our office if you ha

ny questions or concerns.
> My Signup List

Disability Access Center
Purdue University Fort Wayne
Walb S
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How to Request Alternative Formats in the AIM

STUDENT PORTAL

Welcome Buddy The EIff  MyProfile My Mailbox (Sent E-Mails) My Accommodations  Sign Out

Step 5: Under FILE INFORMATION,
click CHOOSE FILE and attach a

copy of your receipt for proof of S worymm——
purchase. Select the course the

PURDUE UNIVERSITY.

FORT WAYNE

_

Previous Term Term: Fall 2021 Hext Term
L3 L3 L4
receipt pertains to and then clic LT R R ——
Status: OFF Current: Not Available
U P LOA D R E C E I PT ‘ Update Preference | Mote: If you need to make any changes with the current request, please contact our office as soon as possible.
_ No Book is Being Processed for Fall 2021
» My Dashboard
» My Profile
» SMS (Text Messaging) UPLOAD BOOK RECEIPT
' cine! UPLOADED RECEIPTS - FALL 2021
» Additional Documentation
N Important Mote: Limit 10 receipts per term or semester. Read File
> My Mailbox (Sent E-Mails) Upload Instruction
" _
& v rcommacesons__ SE—
» Information Release Consents No Receipt Found
> My Eligibility
> List Accommodations | choose File | Mo file chosen
» Course Syllabus
> Alternative Testing Select Course(s) the receipt is for =
» Alternative Formats L
DACFAKES 12345.12 - DACFAKECO!
» Notetaking Services
> My Documents DACLIVE 0203.3 - DAC Live Tutorial 3
* My E-Form Agresments ‘ ,
> My Signup List Note:
Once you finish with your sassion, < | Upload Receipt |
plzase do not forget to Log Out

UNIVERSITY



How to Request Alternative Formats in the AIM

STUDENT PORTAL

Step 6: Scroll down and under
READING MATERIALS, select your
course and enter textbook
information. Please include as
much information as possible. Once ——— |
you have entered the information, |
click SUBMIT REQUEST at the
bottom of the page
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How to Request Alternative Formats in the AIM

STUDENT PORTAL

Welcome Mickey Mouse! My Profile My Mailbox (Sent E-Mails) My Accommodations  Sign Out

PURDUE UNIVERSITY.
FORT WAYNE
Step 7: Once you hit submit you o |

Home » My Dashboard » Alternative Formats

Wi" receive a System Update is _ ALTERNATIVE FORMATS
. ===
Successful and your request is

H Status: OFF
eing processe
.
UPLOAD INSTRUCTION
_ » If you are scanning your document at 150 - 300 dpi as resolution.

SYSTEM UPDATE IS SUCCESSFUL

SMS (Text Me:

CUSTOM REQUEST

My Dashboard » Upload one file at a time and the maximum allowable fle size is 20 MB per upload.

My Profile .

SMS (Text Messaging)

You will repeat these steps for

™ - Search before you buy: Some publishers sell e-textbooks on their own websites or only through other venders, It is always best practice to check the publisher’s site for
boo ks ¥ My Accommoda existing e-textbooks, before purchasing a printed textbook. Common sites for e-text materials online include: Bookshare, LearningAlly, Redshelf, and VitalSource.
[ ]

Please give us as much information as possible about the materials you need convertad.
My Mailbox (Sent E-Mails)

»
>
>
» Additienal Documentation
5
N The Disability Access Center (DAC) wants to share some information to you regarding the Alternative Text process to better support you.

Housing Accommodation

Information Release Consents - Proof of Purchase: Proof of purchase must be provided for each e-textbook requested from the DAC to cover publisher copyright requirement. Proof of purchase can be
o printed store receipts or electronic receipts (i.e,, Amazon, publisher online purchase). A receipt must be clearly itemized showing the title and price paid for each requested
My Eligibility book. If you have lost or cannot obtain your receipt to show proof of purchase, please contact the Disability Access Center at dac@pfv.edu,

List Accommedations

- E-text Timelines: The DAC strives to provide requested books in the quickest manner possible. Curre
Course Syllabus However, due to barriers beyond staff control some book or formats may take longer. If a book requ
cause for delay and an estimated delivery date.

v, DAC e-text acquisition typically takes 6-10 business days or less.
t will take longer than 10 days, DAC staff will notify the student with the

- E-text Delivery: DAC e-text is mainly delivered via Purdue’s secure file sharing program Filelocker. Books delivered via Filelocker are on a imed post and will timeout after 30
calendar days of sharing. It is best practice to download and store your book as soon as you receive the delivery notification. If you have any problems downloading a textbook
Notetaking Services or accessing it after download, contact the Disability Access Center at dac@pfw.edu.

Alternative Formats

My Documents

»

>

>

>

» Alternative Testing
»

»

»

» My E-Form Agresments File Information
>

My Signup List

Book Title:  Book
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How to Request Alternative Formats in the AIM

STUDENT PORTAL

Step 8: Once the DAC has secured an Alternative

Format of your book, you will receive an email o G SGmn G Lom [ s Gees . Boms D
with a link to Microsoft OneDrive where your L

books will be stored for your use. RS —————————

We encourage students to download the book B

from OneDrive once you have been provided

access to the book.

Right click on the book you want to download,

and then click the download option. o

PURDUE

UNIVERSITY

12/22/2021 | 10



Helpful Links

Bookmark Quick Links to Access the DAC and AIM Portal

= Disability Access Center

https://www.pfw.edu/dac

= AIM Student Portal

https://augusta.accessiblelearning.com/PFW/
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QUESTIONS?

Contact the Disability Access Center:

Email: dac@pfw.edu
Phone: 260-481-6657

Location: Walb Student Union, Room 113
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