
 

Quick Guide to MyAEC Faculty Portal 

Log-In Basics 

1. Visit www.sjsu.edu/aec/myaeclogins/ and click on the Faculty Log-In icon. 

2. Faculty reads the FERPA agreement and clicks “Continue to View Student 

Accommodations” 

3. Next page will provide an overview of all their students, Exam Multiplier, and if 

the instructor has read their faculty notification letter (only notification letter was 

read the letter through instructor access) 

 

SJSU ACCESSIBLE EDUCATION CENTER 

I~ SessionExteoder:ON 

(E) OVERVIEW 

I 0 Session Extender. ON 

> Owimoiew 

> Allemative f ormats 

> Ah<!rnati'lclcsting 

(@ HOME » 1NSTAUCTOA PORTAL 

u-me: 123456789 

~ ACCESSPOLICY 

Ple.se ICMI the following priol' IO compleling the IOfm: 

By clicking on the folowing bun011, l 11d:.~ thlll I hen recrived and oo~stand !~ school's fERPA policy H ii l)ffllinl IO 1100Nll 1K:Ofds. 

FERPA (ConliclentielityStllemenl) 

Along with 1ht riQht 10 access 1ht ,~s of S1UOffi1scomPS with !he rnponsibility IO ma,meintM rig,hts of S!<IMms particularly as outli!IO!d in tht Family Educ11iooal Rights and Privacy AC! (FERPA). Studfflt Recuds IMC~ to mMll>Hs of the faculty and 111111 who hoc a ~II<" nttd 10 know !hti1 cootmu: 
howe'<'ff, you doh•~ 1 responsibility to ma,main cormdffl1iality 

• Pleau REFRAIN from usin<;I SHA.RED (PUBLIC) COMPUTER. 

lmporl..W N01c· 

• Pltau RERIA.IN from using SHARED (PUBLIC) COMPUTER. 

• RffMmbe< IO Sign Out llnd Clou, the Browser Comple!:ety After VouArc f'inlshed .o\cttS1ing This lnform11ion 

CONTlNUI TO VIEW STUDENT ACCOMMODATIONS ) 

Gi) » OVERVIEW 

STUDENTS WHO REQUESTED ACCOMMODATIONS 

8 IT EXPORT DATA: STUDENTS V 

Records Found: 5 (Showing: 1 -5) Showf>ffP1191!: E3 Pagt!: l 

Subject 

v;,w ''" 82026 - F'OF 82026 "'" 
v;,w F'OF 61526 "" - F'Of 61526 - F'OF 62026 SUM 

QUESTION? 

Acuu ibleEdoeationCerl1er 

Studen1'sfuHName 

s.mm,Spau, 

&nVl'PfSpaUI Emailed 

Smwl'P(Spatrl 

s.mm,Spau, 

SCf'nmr'Spatrl Emailed 

LHI 
Upda1ed 

ExamMuhiplier 

07/27/2026 07/27/2026 1.50 

07/ 1512026 07/17/2026 1.50 

07/01/2026 07/15/2026 1.50 

06/15/2026 06/ 17/2026 1.50 

06/ 03/2026 06/03/2026 1.50 

Ahernative 
Testing 

http://www.sjsu.edu/aec/myaeclogins/


What can faculty do in Faculty Portal: 

Search Student Eligibilities: 

Faculty can click on the “Refine Search” which will allow them to search student 

accommodations based on the course, student name or accommodations.

 

Notetaking: View Assigned Notetaker 

Under Home on the left-hand side, click on Notetaking Services. Faculty see who has 

been assigned:  

 

 

 

 

 

STUDENTS WHO REQUESTED ACCOMMODATIONS 

I HIDE SEARCH OPTIONS > I 

COU"seSub~· j~eoo=="=;M====~vl 
COU"se NumM'. I Cooteins v I 

;::=======::::: 
Cowu Section: j Cootains v j 

;::=======::::: 
Last Name: I Cootains v I 

;::=======::::: 
First N81Tle: I Cootains v I 

;::=======::::: 
Requestable Accommodetioos: j Cootains Mr'/ v j 

Gi:) :» NOTETAKING SERVlCES » LIST STUDENTS 

Pre-viOus Tttm 

Riecords Found. 1 (Showing. 1 • 1) 

CRN Sub;ect Section Full Name 

2111 1 BIOL 31 001 sammy S~rtan 

0 Braille 

0 Additional 30 Mlootes 

0 A.L0{0HOH) 

0 Allow•~ To T~ Notes (When 
t,k,tes /1,ppfoved) 

0 CalculatOf 

0 Chail (BariatricBlack, Tesiing) 

0 E-Text 

0 Adjustable Table 

0 Allowancetotakeexornsinmoming 

0 & aille FOfrn61 

0 CCTV 

0 Change baclgroundcoloion 

0 Computer O Computer w ith Spek~d 

0 Dictation (Alt. Testing) 0 Distraction Red\J~ Enlli,onrnem 

D Dragon Neturally Spf,aking (Alt D £111pluos 
TestinQ) 

0 El~uonk Dictionary O Enlargerl Pfint 

0 Exnms tobecornpletedonlioe O Extended testtime 2x fOfCE1 12 

0 Extended test time 2x fOf CHEM 1A O Extended Time (Require Staff 
Approval) 

0 Exteoded Time·2x foress.ay~sed O ExtendedTimel .Sx 

0 ExtNlded Timel.SX-fOfCanl'IIS O ExteodedTime 2.0x 

0 ExtNldedTime2.0xfOfBUS130 

0 Exteoded Time2.Sx 

0 EXleoded Time2.Sx -FOfM&th -~· 
0 EXINldttl Time 2.0x lot ENGR 100W 

0 Extendtt!Time 2.Sx - For:snvn 

0 ExtNldtt!Timf' 2.SxlotEE138 

I LIST STUDENTS I UST NOTES 

Tetm: Spring 2026 Nieirt Tierm 

lecture 

MA1N Yes {LEC) 

........ .... 
1211•no2s 

Show Per P•: ~ Page: 1 

Notetakn Names 

sammySp.artan 



Alternative Testing 

Under Home on the left-hand side, click on Alternative Testing.  

Faculty will see overview and a list of Upcoming Exams Scheduled 

Exams Date 

In the Alternative Testing Overview, Faculty will see the number of courses without 

Exam Dates assigned. Faculty can select the link to view the list of courses without 

exam dates.  

[El UPCOMING EXAMS 

I e sessionErtendff:ON ~ Jlo AI.JERNATIVE TESTIHO » UPCOMING EXAMS I ™MINO EXAMS I 

(fil IMPORTANT MESSAGE 

0...- Mt~.....,_codw-.ioka/M:C\:tOTHuna, ~UpNlff\.~ffl.pdf p,O'l'kles IN llf-SS to -1 lhe~,ucn ol llQCOfllmooe\~ oems., .. modes 

0 
C-H"S"'4dloul.FKUll:7Tnl -­Toia!ca.. ... swtlhf~Tnt 

Acccmrnodo,110nform. :S 

UPCOMING EXAMS SCHEDUUD 

STIP 1: SCUCT ELWS (fOI IIIU[ ACTlONS) 

lffi:OfdoFciund: l O(Sllo~ l - 10) 

~ il> AlTERNAilVE TESTl\10 l> FAClJLTY TUT ACCOMMODATION FORM 

~ IMPOMIANT MESSAGE 

f:iiiii'iiiiEI 
H1P 1: sruCT COURSES (R>R BUU ACTIONS) 

0 V ii>w r..o;,, s;.,.....,, 

View Co:r, t2026 t.lF!-1 

2 10 

......... 
,...,,,...., Dl/07/2026 09.00AM • 09:02N.1(2) 

Dl/01(2026 O'JOOAM -09'02.W(l) 

-.nor ........ 

RP'fflinr.fl"'P1-,.,.,.,..,,....,,t,,,, 1ns;,,..,-ifyF...,..n01 .. a 

RmiillCer:Pl~a~ 1e1Tember to s~ jfyEum01tei. 

7 

..... .... 

[ rACUl.Tt'TEf:TACCOMMOOAT10H ror.M I 



For the class the faculty wishes to add exam dates, select “View”. 

 

Select “List Exam Dates” from the top menu. 

 

Detailed Exam instruction for the proctor can also be addded through the same menu. 

 

 

G·~ ;;. FACULIYll:81 M."C0f;IM00M IO!IFORM 

MKP 1.1 • SUMMER 2026 MAKEUP EXAMS (CRN: 61526) 

INfORMATIOI, UST Of QUESTIO/'tS CONTACT INlllRMATION 

Fr.r..11ff At";k'W('/ld l.', !'111\rilnNlh;r, ;-mlr m;;r , .,,, 1 r.-r.r.fr.- , Ill" - .A 
I' ' '""",,.,,_.,,. · mo_. , 1, .. .,~1m• ,1 ., , ., ,.,..,,11, , ,,.1, ;· ,,,. 1rw ::'.,,,., 
v,i l h . .- ,;lill\1,,~l,,v.t ~8 ln; ur1;: p iJ 1t J<.'. ht'll.ih:,d 11.•~1 1,:11111 1,_, ,4Aul'J 
1:'.Nil:,..J : >$!rln 1a'l~li;. 

(!•,-..'1111'.~ l• l'fllWr n ,· "!'l:smr h"ll r · "\-". ,J-11,. r►·-.m,tln".'llfmhtrrm Frr 
111:ltf t'.AAt1 , .011.:vi,J,.,.,."' t 1:.111 li r1!>:'. ,\EC ·1.mc .. 1:dt ,.., ,;J /t.'clu►.,. ,.i, .;,. 
lilWI' :u11h:AA; ~11l1:1YM,:111.t~III T:~ Y.flt'l l -:...'-''-'l l'J ••►. ~ 11-,; , 

LdU 1,H.,4m 1n~1u:!10M <tll be lkrc ,n th ► -• <rb<! ,meil r < ~t( • 

f Xt l\!4t !lv ,t :h 

f •.1 Qv><. .iJIR:U ;.o:1V1:t:1,; ~l~o,;: i;voC:>:. 1,·:;,:; · ,..1;1i11,1 ol l;'l❖S; ~1t-62S'I 
,. ~••.-. >: ,, 1,11::tp ... u . ...:Ju. 

EXAM DETAIL 

Type * : 

I Select One v I 

Date * : 

I-lint: Enter date in the following format Month/Day/Year (i.e. 
12/31/2026). 

I mm/dd}yyyy El I 

Time: (2) 

I 

J 

EXAM DATE INSTRUCTIONS 

Question 1: Standard time to complete exam 

I 

Question 2 Is this an open book exam? 

0 No 

0 E-book (Specify Title) (Additional Comment Requi red) 

j 

I Select v I I Select v I 0 Hardcopy of t extbook (Specify tit le) (Additional Comment Required) 

Standard Length Of Exam (In Minutes) * : 

I-lint: Please specify length in minutes, aod do not include extended 
time accommodations. For exampl e: 120 minutes for 2 hours. 

□ 
Skip Automated Exam Reminder: 

E3 
Additional Note For Staff: (2) 

I 

0 Multiple texbooks (Specify title) {Additional Comment Required) 

Additional Comment 

I 

j 
Question 3'. Is a calculator allowed? * 
0 Not allowed 

0 Basic 4-function calculator 

0 Scientific calculator (non-graphing) 

0 Graphing calculator 

('\ ,-..I.,,... ;l ,. ,.. • ..,,.. ,..,..;:.C,.., ,J A C f"•,.. ,J,.l ,. . , I• ,.11,... , ,.,_..,.,.. ;,.. .-. \., ,..,..;,. A 



Upload Exam:  

Testing Overview will show the number of Exams without Files Uploaded. Files can be 

either uploaded in Bulk for a Exam Date or Individually to different students.  

Bulk Upload:  

Faculty can select “Upload to Exam Date”. Select the applicable exam dates and click 

Upload Exam. Select the file and upload the exam to assign it to all selected exam 

dates. 

 

Individual Upload: 

Faculty can select “Upload to Individual Student”. Select the students(one or many 

students can be selected) then select the file and upload the exam to assign it to all 

selected students’ exam. 

 

G;) » ALTERNATIVE TESTING » SPECIFY EXAM DATE FOR MULTIPLE COURSES 

Note: Required fields are marked with an asterisk ( + ). 

EXAM DATES 

SUM 1.1 (CRN: 62026) ·Exam· Friday, June OS, 2026at 10:30 AM 

SUM 1.1 (CRN: 62026) ·Exam· Friday, Juty 10, 2026 at 10:30 AM 

FORM SUBMISSION 

1%HiHhd iiiHHril 

. --1-.-;rr __ , .. , ..... _,,R_ 

Pl•,. .. ,.;_,, .,...,,._,,.,..,.._,........., lh>,.,._#'n,;. M J ..,.,.._ 
u -..lodlb1uJ1,1 .. ,,. n ...i,..,,,, i, , , ,r,.. ...:., .-, .,_. l:Hihi1 HIIH 

UPLOAD EXAM FILE 

Note: Exam files can be added on a continual basis. 

Title Or Exam File Note + : 

I 

Select File • : ® 

I Choose File I No fi le chosen 

I 


