
SENDING A COURSE 
ACCESSIBILITY LETTER TO 
INSTRUCTORS IN AIM

Disability Access Center

Walb Student Union, Room 113

(E) dac@pfw.edu

(P) 260-481-6657

(W) https://www.pfw.edu/dac
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Login to your AIM 
Student Portal

AIM STUDENT PORTAL

https://augusta.accessiblelearning.com/PFW/
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Sending your CAL in your AIM STUDENT PORTAL

View the Accommodations you are Eligible to Use

▪ You can view all of the accommodations 
you are eligible to use while at PFW. To do 
this Click on “My Eligibility”

▪ If you want to update or change your 
accommodations, then you will want to 
contact the DAC and schedule an 
Accommodation Meeting
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Sending your CAL in your AIM STUDENT PORTAL

How to Send your Course Accessibility Letter to your Instructors

▪ Select Accommodations for your Class

• Step 1: Select Class(es)

• You can select all or just the courses you feel you need accommodations in

• Step 2: Continue to customize your accommodations

• Step 3: You can select all or specific accommodations you want to use in each of your 
courses.

• Step 4: Submit your Accommodation Requests 

• Once submitted your request will be sent to your instructors
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Step 1: Select the courses 
you plan to use your 
accommodations in.

Step 2: Click on the 
“Continue to Customize your 
Accommodations”
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Step 3: Select the 
accommodations that you 
plan to use in your courses.

Note: You do not have to use 
the same accommodations 
in each course. It is YOUR 
choice what you want to 
use. 

8/17/2021 |   6



Step 4: Submit your 
Accommodation Request.
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Sending your CAL in your AIM STUDENT PORTAL

You can View a Summary of Accommodation 
Requests
▪ Select “List Accommodations” on the under My 

Accommodations

• You can view a Summary of your Current and Future 
semester of courses
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Sending your CAL in your AIM STUDENT PORTAL

You can View a Summary of Accommodation 
Requests
▪ Select “List Accommodations” on the under My 

Accommodations

• You can view what accommodations you are using in 
each course

• You can also modify or cancel accommodations at any 
time

• View your Course Accessibility Letter Status, including if 
the instructor has viewed it
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Sending your CAL in your AIM STUDENT PORTAL

You can View a Summary of Accommodation 
Requests
▪ Select “List Accommodations” on the under My 

Accommodations

• You can view what the status of your CAL, if it is 
“Pending,” it means the DAC has not approved the 
request. Give it 24-48 hours to update 

• You can also add an additional instructor to view/receive 
your CAL

• You can also view if a notification has gone to your 
instructors yet

• You can view your Complete Request History
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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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