.4 THE UNIVERSITY OF .
3 Campus & Student Life

. C H ICAG O Student Disability Services

5501 South Ellis Avenue, Chicago, IL 60637 » 773.702.6000 » disabilities@uchicago.edu

Requesting Alternative Formats in AIM: Student User Guide

This guide walks through how to request alternative formats once you have been approved for
alternative format accommodations.

If you have any questions or need assistance with submitting alternative format requests, please contact
Student Disability Services at text.sds@uchicago.edu or at 773-702-6000.

NOTE: If you have not submitted your accommodations agreement form, you will not be able to
use accommodations through AIM. Please make sure you have done this before attempting to
request accommodations.

To request alternative formats, first you need to request alternative format accommodations for each of
your courses for which you want to use this accommodation. Your instructor will be notified of your
accommodations, and then you can submit alternative format requests using the Alternative Format
module in AIM.

Requests are fulfilled by SDS in the order they are received, so remember to submit your alternative
format requests as soon as possible. Students receive an email notification when their request has been
completed and is available to download through AIM.

Due to copyright laws, SDS requires students to provide proof of purchase for books they request in
alternative formats. The only exception to this is if the book is available through the UChicago Library, or
is open-source, or if the instructor has provided the book to the class.

Requesting Alternative Format Accommodations
1. Logintothe AIM Student Portal. There is a shortcut on the SDS website
(https://disabilities.uchicago.edu/)
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Welcome to Student Disability Services
Student Disability Services (SD5) works In collaboration with University of Chicago faculty and stalf to provide resources, support, and
accommodations 10 ensure that all aspects of student life are accessible and inclusive of persons with disabilities.

student accommodations during Summer Quarter 2021, Learn more about accommodations.

Read the SOS Quarterly Newsletter: Summer Quarter 2021 Newsletter

2. Onthe “Overview” page, check the boxes next to the classes for which you are requesting
accommodations.

Select Accommodations for Your Class |

Important Note

1. Courses may take up to 48 hours to display in the system after you have registered for them. If you do not see one or more of your
courses in the list below 48 hours after registering, piease contact Student Disability Services.

2. Your courses might not display below if you are part of the course waiting list.

3. To request accommodations, select the checkbox(es) for the courses where they are needed, then click the button below to go to the
next page to select your accommodations.

4. If you are unable to select a checkbox from the list of courses below, that means you have already submitted your request for
accommodations for that course.

5. If you wish to modify your accommodation request (change or cancel a request), scroll down until your course is displayed and
select either Modify Request or Cancel Request.

Step 1: Select Clan(es)

Gmmer 2020 - > AIN 10100.0% - Al 201 [CRN: 123455)

3. Click “Step 2: Continue to Customize Your Accommodations”.
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Accommodation Notification Letters are sent by email to your Imstructons and provide notice from Student Disadility Services of your spproved

accommodations for this quarter

Submit your request for i Letters by ng the boxes of he accommodations That you are requesting for each course. If
you need to request an additional accommodation later in the Quarter, submit » modification to the your request by using the “Modify Request” link
for that course.

Discuss arrangements (Le. by email) to your with your or her/his G within the first two weeks of the
Quarter

17 you hawe concerns or about the of your contact SOS immediately at 773-702-6000 or by email at
Sradiities Juchuago edu

Step 2 - Continue 0 C Your A

4. Under “Select Accommodations,” check the box next to “Alternative Formats.” Click “Submit
Your Accommodation Requests”.

Final Step: Select Accommodation(s) for Each Class

AIM 10100.01 - Alm 101 (CRN: 123456) Class Detalls
Instructor(s) Sandra Fernandez
Days and Time(s): TR at 01:30 PM - 03:20 PM
Date Range(s) 06/22/2020 - 07/30/2020
Location(s) SDS 102 (Campus: MAIN)

Select the check box If you have entered 3 WRONG CRN. You will not be required to spealy your accommodation for this cass.

5. Once you submit your accommodations requests for alternative formats, you will be able to
submit alternative format requests through the Alternative Formats module.
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Selecting Your Preferred Alternative Format
1. Onthe Alternative Format page, you can indicate your preferred format for alternative texts by
selecting an option from the dropdown list next to “Update Preference.”

1 Alternative Formats Preference

Note: Changing alternative formats preference would not affect current books that are currently being processed. If you need to make any
changes with the current request, please contact our office as soon as possible.

Current Preference: EPub

Update Preference: | Select One v

Update Alternative Formats Preference

2. After you select a format, click “Update Alternative Formats Preference” to save your selection.

Submitting Alternative Format Requests in AIM
1. Inthe menu on the left side of the screen, click on “Alternative Formats” listed under “My
Accommodations”.

Home » My Dashbosrd » Overview

Back Lo My Profile
q PRINTING FACULTY NOTIFICATION LETTER IN PDF

(o

Note: It may take up to 10 seconds to genecate sach POF file.

> My Dashboard Important Note: Your notification ketter will be Bsted below if we have sent them to your faculty. Please contact our office if you heve arry
> My Profile QUESTIONS OF CONCErs.
> Change My Login Information Select Class: | Select One V] M Por
> Additional Accommodation
Recuest Form
> My Mailbox (Sent E-Mods) LIST ACCOMMODATIONS FOR SUMMER 2020
> Information Release Consents Refine Search
> My Eligibiity
> st Accommadations Preyious. Lem Term: Summer 2020 et e
> Alternative Testing =
| AIM 1010001 - Aim 101 (CRH: 123456) Modify. Request Cancel Request
> NOCRINg Services
Instructor(s): Sandra Fermandez
> Deaf snd Hard of earing
Time(s) % -03:
> Wy EFom Deys and Time(s): TR al 01:30 PM - 03:20 PM
Date Range(s): 06/22/2020  07/30/2020
B | Location(s): SDS 102 (Campus: MAIN)

. Rery Questions Of Concerne?

L

2. All of the textbooks are listed for the classes for which you requested alternative format
accommodations. Click “Select” next to each textbook for which you are requesting an
alternative format.
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Request Alternative Formats for Spring 2019

sa) | Book Title

Title of Book (Edition: STH 17) (ISBN

CAS 9780123456789)

Title of Book (Edition: 15T 18) (ISBN

5 9780987654321)

NOTE: If “EBK” is listed in the textbook title, then you DO NOT need to request this text. Instead,
you should purchase the eBook version available from the Bookstore.

NOTE: If a textbook you need is not listed here, then you will need to submit a custom request.
(Instructions below.)

Submitting Custom Alternative Format Requests in AIM
1. Inthe menu on the left side of the screen, click on “Alternative Formats” listed under “My

Accommodations”.
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Home » My Dsshbosd » Overview

Back Lo My Profile =

> My Dashboard

Important Note

PRINTING FACULTY NOTIFICATION LETTER IN PDF

_ Mote: It mary tak

» w0 1 10 seconds to generate sach PO fhe

r notication Mtter will D Bsted Dolow if we have sert them to your fady

> My Pofie QURSHIONG OF CONCENS

> Change My Login Informatior Seinct Class

> Adcitional Accormenodistion
Recuest Form

> My Malbox (Sert E-Maly)

¥ My Accommodations

> Informetion Rekease Coments
> My Flgndey
> Ust Accommadations P Loy

> Anerrative Tsteg

Select One

LIST ACCOMMODATIONS FOR SUMMER 2020

e Sesech Regolt ;eitth Al

Refine Search

AIM 10100.01 - Al 101 (CRN: 123456)

> Noteeang So
> Dol s0d Havd of Hesrng
> My £ Form Agreements

Iostructon(s).
Days and Tirds)
Cate Range(s)
Location(s)

" Aoy et (v concmon?
Vit Mt ot st

Sandra fermandes

TR o1 01:30 PM - 03:20 PM
06/22/2020  ©7/30/2020
SDS 102 (Campus: MAIN)

2. Scroll to the bottom of the screen where it says “Additional Book or Reading Materials for

(Current/Upcoming Quarter)”
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ADDITIONAL BOOK OR READING MATERIALS FOR SPRING 2019

edition is acceptable

If you want an accessible version of 3 book from the library, please provide 3 link to the title you are requesting

1 Reading Materials
Select Class™ Select One v

Reading Matenal Tele*

ISBN
If this information s available, please enter without dashes and it has to be 10-digit or

13-digit ISBN.

Publisher

Author:

Edition

Note:

l

| Note: HTML entry is permitted. Please read addtional manual on how to modify
your text at the following ink: HTML Entry with Tags Guideline.

Please submit one book per request. Include the title, the edition, ISBN, and/or other useful information, and whether or not an alternate

Submit Request

3. Select the class that the request is for. All alternative format requests must be linked to a
course. If you need to request alternative formats for thesis or dissertation research, you may

select the class option “Non Class Related Materials.”

4. Enter as much of the book information as you can. This will help SDS find the correct edition for

you.

a. If you know that the book is available through the UChicago Library, please include the

catalog link in the Notes section.

b. If you only need specific page ranges, or if you need an alternative text by a specific

date, please indicate this in the Notes section.

5. Click “Submit Request”

Uploading Receipts

NOTE: You do not need to have purchased a book to submit an alternative format request for it.

However, we may not be able to fulfill your request until a receipt is uploaded.

1. Onthe Alternative Formats Page, under “Upload Book Receipt,” upload files showing proof of
purchase for each of the books you requested. You may upload scans of physical receipts or copies
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of emailed receipts. Your proof of purchase should include the title of the book and the amount
paid.

UPLOAD BOOK RECEIPT
UPLOADED RECEIPTS - SPRING 2019

Important Note: Limt 5 receipts per term or semester
Read File Upload Instruction

File Information

No R t Found
Term: Spring 2019 0 Receipt Foun

Select File Choose File No file chosen
Select Course(s) the receipt is for*

AIM 301.001 - DEMO COURSE

Note:

2. Select the course that the receipt is for, then click “Upload Receipt.”

Accessing Requested Alternative Formats

1. Once your request has been fulfilled, you will receive an email with a download link to access your
book. A “Download Book” button will also appear next to the book request on the Alternative
Formats page. (The status will also say “Completed.”)

LIST BOOKS CURRENTLY BEING PROCESSED FOR SUMMER 2021

Note: If you do not need a book from a particular class or you would like to add additional books or select different format, please notify our office as soon as possible.

I N N S

Completed
Converted (Previously)
ersion Available for
Download
BUSN 30801 92 Managerial Accounting (ISBN: SRIULS97846RC) Yes RCP

[Custom - Not Listed)

Download Book

2. Click the “Download Book” button. This will direct you to a Box folder which contains the alternative
format files requested.

Page 8 of 9



.4 THE UNIVERSITY OF .
ET 4 Campus & Student Life

' C H ICAG O Student Disability Services

5501 South Ellis Avenue, Chicago, IL 60637 » 773.702.6000 » disabilities@uchicago.edu

3. Download the files to your computer to open and read with your preferred computer program.

:‘ ‘VJT‘ 2 >

Details

Folder Properties

UChicagoBox

The University of Chicago
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