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ACCESSIBLE EDUCATION SERVICES 

AES Online Test Booking System – Student Instructions 
 

***Please note the following: all tests booked through the online booking system  
must be booked a minimum of 7 days in advance of the test date. If it is not 7 days in advance, 
the system will not let you book it. 
 
If your test is a D2L test and your professor has made the test UDL (Universal Design 
Learning), and you ONLY require extra time, you do not need to book it.  Your extra time is 
already built into the test.  If the test is not UDL, and/or you have other accommodations, 
please book your tests following these instructions. 
 
If you are using your cell phone, QR code is: 
 

 
 
Instructions for my Campus Portal 
  

1. Login to Fleming myCampus Portal 
2. Along the side bar on the left-hand side, click on “More”  
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3. Click on “Accessible Education Online” 
 

 
 

 
4. Click on the “Book a test” icon. 

 
 
 
5. Click the “Schedule a test, mid-term or quiz” option from the menu tab. 
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6. Log-in using your Fleming username and password. 

 
7. Review the information needed to book your test and then click the “Next” 

button to begin your booking.  

       
 
8. Select your course using the drop-down list. 

      
 
9. Select the time and date for the test using the calendar and clock pop ups. 
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10. Using the Class Test Duration boxes, enter the class's time to write the test 
(i.e., 50 minutes, 1 hour, 2 hours). Do not include extra time here.  
 

 
 

11. Check the instructor information.  If it is correct, click “Next” to continue.  
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12. Select the accommodations you need for this test by clicking the check 

boxes. 
 

 
 
13. If you have no additional requirements, you can skip this step by clicking 

on the “Next” button. 
 

 
 
 

14. One or several start time options will be displayed.  Please select the one 
that best suits your schedule by clicking the round radio button to the left 
of the option. 
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15. Your booking information will be displayed.  Check off the 
“acknowledgement” statement (red circle) and then click the “Submit 
Request” button after reviewing the test information to be accurate. After 
you submit the request, your booking is complete. 
 

 
 
If you have successfully scheduled your test, you will receive a confirmation 
email, or you can check your scheduled tests by clicking on the “My Upcoming 
Events” tab when logging in to the online system. 
 
Important: After you have submitted your request, you cannot make any 
changes to your booked test. If you feel you need to make a change, or have any 
questions about the AES Online Test Booking System, please contact Sherri or 
Tammy for assistance: 

 
Frost Campus: Testing Centre Coordinator, Sherri Crump 
Sherri.crump@flemingcollege.ca or AESTESTINGFROST@flemingcollege.ca 
Office # 337 (behind the IT desk) / Testing Centre # 335 / Extension: 3205 
 
Sutherland Campus:  AES Facilitator, Carmen Gelette 
AESTESTING@flemingcollege.ca   Office # C2129 / Extension: 1317 
 

 

mailto:Sherri.crump@flemingcollege.ca
mailto:AESTESTINGFROST@flemingcollege.ca
mailto:AESTESTING@flemingcollege.ca

