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Requesting Notetaking Services

Requesting your Letter of Accommodation (LOA) notifies your professors that you are
eligible for accommodation(s) in their classes. However, to utilize the “Notetaking
Services” accommodation, a student must confirm notetaking services via the AIM Portal.
This guide outlines the steps for submitting those requests.

1. Gotothe Student AIM Portal. Enter the same credentials used for your Winthrop
email and Wingspan account.
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2. Make sure your Letters of Accommodation (LOA) have been sent and that they
include your approved notetaking services accommodation. Please review our guide
“How to Request a Letter of Accommodation” for assistance with this step.

3. Onceyou are logged in, find “Notetaking Services” in the left side-menu under

“Accommodations.”
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4. Inthe box labeled “Confirmation Needed”, click on “View Request to Confirm.”
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5. Find the row with the class for which you would like to confirm you need notetaking

services and click on “Confirm.”
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6. You should see the green check-mark, once your request has been sent to the OA
for processing. OA staff will be in touch regarding the status of your request.
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Need Help?

If you have questions about requesting Notetaking Services, contact the OA:

e Email: accessibility@winthrop.edu

e Phone: 803-323-3290

e Appointments: Available in person or via Zoom.




