
   
 

   
 

 

How to Request your Accommodation Letter(s) in AIM! 

Student Accessibility Services (SAS) is excited to announce the launch of AIM (Accessible 
Information Management) -- our new online accommodation management portal.  New SAS 
students can register online to request accommodation(s) and submit their documentation 
securely.  Returning students can manage their accommodation(s) each semester for each 
course all in one place. 
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Logging into AIM 

1. Click on this link to access QCC’s Student Accessibility Services AIM Platform: 
bona.accessiblelearning.com/s-MassQCC/  
 

2. It will bring you to this page. Click on “Sign In” in the box labeled Student and Staff. 

 
 
 
 

https://accessiblelearning.com/springfield
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3. Sign in using your QCC email and password.  

 
 

4. Before you can get to your dashboard, you may need to complete the required E-
Forms, such as (Confidentiality & Maintenace of Records, Recording & Transcription 
Agreement, and Student Rights & Responsibilities). Please review each E-form, sign 
your name, and submit it. Once completed, AIM will let you go to your dashboard.  

 
 
 
 
 



 
 

  

 

   
 

5. This is what your AIM dashboard will look like!

 

Requesting your Accommodation Letter! 

1. Locate the semester (Summer, Fall, Intersession, or Spring) you wish to request 
your accommodation letters for and click on “Add Requests.”  

a. Important Note Before Moving On: 
• If there are no classes listed, please wait up to 48 hours (about 2 

days). If the classes are still not available, please contact SAS for 
assistance. 

• In addition, if you decide to add or drop a course from your schedule 
sometime during the beginning of the semester, and if you already 
submitted your letters, please be aware that it will take time for the 
system to recognize the changes. Once it does, AIM will automatically 
cancel any accommodation requests you made for a Dropped 
Course. However, it is your responsibility to come back to this page to 
make an accommodation request for any new, added courses. 



 
 

  

 

   
 

 

2. Select the classes you wish to request your accommodation letters for and then 
click on “Continue to Next Step. 

 
 

3. Take the time to review which accommodations you want to request for each class 
and make your selection. You can also specify that you do not need 
accommodation(s) for a course as well.  



 
 

  

 

   
 

 
 

4. Once done, locate the box labeled “Final Step.” Review the terms and check the 
box off that you understand. Then click on “Submit Request.” 

 
 



 
 

  

 

   
 

5. On the top of the page, you will see that the request was successful. Please note 
the following items on this page: 

a. You will see a box for each class on this page with the Accommodation Letter 
request(s) and the accommodation(s) you selected for that course under 
“Accommodation Requested.”  
 

b. Within each class box, you will see the status of your Accommodation Letter. 
It will be listed as “Approved - Notification Scheduled.” This means that 
the Accommodation Letter needs to be reviewed and sent out to your 
professor. When it is listed as “Approved,” your letter has been sent. You 
will get a copy of the letter and so will your professor. 
 

c. Modify Request - If you forgot to select an accommodation for a particular 
course or decided during the semester to add another approved 
accommodation to your letter, you can modify your Accommodation Letter 
by clicking Modify Request. 

• Please note that accommodation requests cannot be retroactive. 
Again, we highly recommend that you think about what 
accommodation you want to request for your courses in advance. 

 



 
 

  

 

   
 

 

Approval, Review and Email Notification  

1. Once you submit a request for an Accommodation Letter, please note the following:  
a. Accommodation Letters will be sent out closer to the beginning of the semester or if 

a request has been received during the semester, they will be sent out as soon as 
possible.  

b. Your SAS Coordinator will review the request in AIM. If there are questions about the 
request, they may reach out to you for clarification. Once reviewed, the SAS 
Coordinator will approve the request and send it out.  

c. Both you and your professor will receive a copy of the Accommodation Letter via 
your QCC email account, and it will come from your SAS Coordinator’s email 
account. If you made requests for 3 courses, you would receive 3 emails for each 
course. Below is a template of what the Accommodation Letter will look like:  



 
 

  

 

   
 

 



 
 

  

 

   
 

2. Once you receive this Accommodation Letter email, your accommodation(s) is 
now active in the course. We encourage you to create a SAS folder in your QCC 
email and move your letter here for quick access. You can also log into your AIM 
account and locate a copy of the accommodation letter for your courses here as 
well.  
 

3. If you, the student, or your professor, have a question about the Accommodation 
Letter, you can reply to your Accommodation Letter email, and the question will go 
directly to your SAS Coordinator.  

When in Doubt, Connect with SAS! 

If you have any questions, concerns, or technical issues regarding AIM, please contact 
Student Accessibility Services at one of the following methods:  

Student Accessibility Services 
SAS Q Webpage 

Quinsigamond Community College 
Administration Building, 2nd Floor, Room 246A 
670 West Boylston Street 
Worcester, Massachusetts, 01606 
 
sas@qcc.mass.edu 
p: 508-854-4471 (Voice) 
p: 508-502-7647 (Sorenson Video Phone) 
f: 508-854-4549 
 

https://linkprotect.cudasvc.com/url?a=https%3a%2f%2fwww.qcc.edu%2fservices%2fstudent-accessibility-services&c=E,1,uDRFs0OKitHxiE9iM0b3sAkeNSZ7n8wrGSrBdw59rjpXAYKZ2uIkpXqgZuWGXFaEuZN3dqGPdmf7hLe2_yy9aPDznxuuZxFaA71Tk2ooeMff3w,,&typo=1
mailto:sas@qcc.mass.edu
mailto:sas@qcc.mass.edu
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