Note-Taking Module
Instructions

for Students Receiving

Note-taking Accommodations



A. How to login

Use your UTORid and password to sign in.
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If you are a student who wishes to use the services of Accessd hility Resource
Centre:

Please note you must meet with your AccessAbility Advisor for the current session
(Sept. to Apr.and May to Aug.) f you have not done so, you will not be able to
access the AccessAbity Information Management System (AIMS) and its online

resources. To set up an appointment email the main office at access. utrn@utoronto.ca
or call 905-569-4659.

Due to increased waiting times for appointments, it is recornmended that you contact
the main office as soon as possible

Remember:

s If you have not registered with an AccessAbilty Advisor for the current
academic session you will not be able to book your tests/examsfguizzes anline
or download course notes.

e ‘You must book tests/exams at least 10 days in advance

Ta view your scheduled upcoming test/examination or confirm for an upcoming
testfexam/guiz, click on the My Schedule link on the main menu.

If you are a volunteer note taker:

Please provide a copy of your notes to the Centre within 24 hours of each lecture. If
you have any gquestions, please contact the Coordinatar of Wolunteer Services at

accessvolunteers. utrniE@utoronto.ca or 905-828-6422.

To access this site you will need to log in with your UTORid and password.
Please remember to log out when you are done. -
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B. How to request Note Taking Accommodations

1) Click on the “Course Notes” icon.
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Welcome to the AccessAbility Information Management System (AIMS)
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|~ 2

ReguestiCaonfirm Tests & Exams My schedule Accommodation Letters
Course Motes; MNote-takers

il | privacy Palicy | Terms of Use

Done

2) Click on the “Course/Notes” icon on the left-hand-side Main Menu.
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Please click on the "Courses [ Notes’ link on the left menu to wiew your note taking requests
and to access your notes.
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accessnotes.utm@utoronto.ca
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3) If you require notes for a course, ensure that you have indicated “Yes” under the column “Il require
a note taker”. To do this, click on “change this” link under that column.
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4) Press “OK” button to confirm that you require a note taker for a course.
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C. If a potential note taker is not yet available

Once you have requested a note taker,

If “none are available at this time” is indicated in the “Note Taker Availability” column, we have not
yet received a completed application from a note taker from that course. If classes for this course
have already begun, and one week has passed since your Professor's in class announcement, please
contact AccessAbility Resource Centre.
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D. Selecting a note taker

If “select a notetaker” button appears under the column “Note Taker Availability”, we have received a
completed application from at least one potential note taker (including sample notes). Click on
“select a note taker” button to view sample notes submitted by potential note takers in your course.
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Click on “Check sample notes” under the “Sample Notes” column to view the notes submitted by each
note taker. Select a file from the “Sample Notes” column to download the note takers sample notes.

When you are finished viewing the notes, click on “Back to Choose Note taker” button to select a note
taker.
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To select your note taker, click on “Choose this note taker” button under the “Action” column to
choose your note taker. Press “OK” button to confirm the selected note taker.

-3 Mozilla Firefox

Eile Edit view History

Bookmarks  Tools  Help

& -c

A2y ([ |http:p’,l’aarc.utm‘utorontu.ca,iu5er,l’rvUtetaklngstudents,l’chouseNUtetaker.aspx?lu:ld=EAAAC1UBCC2DBZFBBlDl( e -| |'|Guog|e

Most Visited $ Getting Started 5] Latest Headlines

&

UNIVERSITY OF

¥7 TORONTO

TSSISSAUGA

I"lote taking Info

» Courses /[ ["lotes

FAQ

Submit a comment

Logout

| Action

The page at http:flaarc. utm.utoronto.ca says:

e Are you sure you want to choose this notetaker to provide notes For you?

Cancel

Choose this notetaker

o notes to one or more
v providing notes to one or

Lo | Brivacy Policy | Terms of Lise

Done

Ensure that “Selected” appears under the “Note taker availability” column once you’ve selected a
note taker. This will be your note taker for the rest of the semester.
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E. Viewing your notes (after you have selected your note taker)

To view the uploaded notes from the note taker on a regular basis, click on the “Notes” button under
the column “My lecture notes”.
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To download the notes, determine the date that you want to view the notes for, then click on

notes” under the “Download” column corresponding to the preferred date.
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A small window will ask for your permission to download the notes. After selecting the option to
either open the file or save it, click on the “OK” tab.
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If you have any questions, please contact the AccessAbility Resource Centre at
905-828-5422 or accessnotes.utm@utoronto.ca



