Using AIMS to Access Your Accommodation Services
Please note: we are still in the process of creating tutorials specific to SOU. Currently, tutorials in the system will refer to Oregon State University. For the most part, the processes will be the same – just the contact information is different.

Logging in

1. Log in to the MySOU portal (http://my.sou.edu). If you have not logged in to MySOU before, the login and password are the same as your network account.

2. Click on the Academic Support tab.

3. In the Disability Services channel, click on the AIMS Login link.

4. Type in your username and password. If you have not logged in before, this will be the username and password sent to you in your student email.

5. Click the Sign In button. When you are on a lab or other public computer, do not check the “Remember me on this computer” box. 

Changing your password

1. In AIMS, click on the My Account tab.

2. Click on the Login Information link.

3. Fill in the requested information. For ease of access, we encourage you to use your network username and password. 

4. Click the Update button.

5. Sign in again, using your new username and/or password.

Registering your classes

1. In AIMS, click on the Student tab.

2. Click on the Add Registration link (or the big REGISTER banner)

3. Enter the subject and number to search for, or simply enter your CRNs. Then click the Continue button.

4. Select the services you wish to use, then click the Continue button.

5. Services are generally only needed for lecture classes. If you have selected a non-lecture class and need accommodations for that class, select the services you need and click continue.

6. Check back in one business day to ensure your requests are approved.

7. Alternate format text and accommodated testing will require further steps to arrange.
Adding a testing contract

Important notes: You must have registered in AIMS for the course and received request approval in order to add a testing contract. The testing contract is an interactive process between you and your instructor! Your instructor should be present while you are adding a testing contract. 

Two alternate methods: 

· Print the testing contract page, have the instructor fill it out and give it back to you, and you enter it later. This method will take more time, but may be preferable if a computer is not readily available to both you and the instructor.

· Fill out the contract online while you are on the phone with your instructor. This is a good option for Distance Ed students.

Entering the contract
1. In AIMS, click on the Student tab.

2. Click the Add Testing Contracts link.
3. Select the class for which you would like to enter a contract.

4. Click the Proceed to Enter Your Contract button.

5. Answer the given questions.

6. Enter the amount of time given to the class for the exam. Do not enter the accommodated time – the database will calculate this for you.

7. Enter the instructor’s phone number with no dashes.

8. You must agree to the terms for testing.

9. Once you have read and agreed to the terms and conditions, click “Submit Your Contract and Continue.”

10. If you are using the Testing Center or testing at Medford Campus, click the “Finish or Add Exam Later” button and skip to step 16.
11. If you are using a private testing room, you may now enter your testing information. If you do not have information about the dates available, you may click “Finish or Add Exam Later” and add exam information when it is available.

12. Select the appropriate exam type and enter the date of the exam.

13. Select the accommodations you wish to use for this test.

14. When you are satisfied, click the “Schedule Your Exam” button.

15. You may now enter information for another exam, or click the “Finish or Add Exam Later” button.

16. Review your contract information to ensure it is correct.
