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Student Flex Plan Guide

The Flex Plan is a module that helps facilitate two accommodations: Flexibility in Class Attendance Requirements and Assignment
Due Dates Extended as Needed. Instructors are responsible for initiating these plans when an eligible student requests one of these
accommodations. You need to request your accommodations before completing these steps. This is done in the MyDSO Portal,
which can be accessed using this link.

1. Enter your RIT username and password to log in to the system.

RIT

Login to Accessible Information Management, LLC

Username

Password

Forgot Username? | Forgot Password?
Change Password
Need assistance? Please contact the RIT Service Center at
585-475-5000 or visit help.rit.edu

Image description: a screenshot of the login screen for the Rochester Institute of Technology (RIT). It includes fields for entering a
Username and Password, along with a ‘Login’ button. There are also links for ‘Forgot Username?’, ‘Forgot Password?’, and a note to
contact the RIT Service Center for assistance.
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2. Complete the multi-factor authentication using Duo. Visit rit.edu/its/mfa to set up Duo multi-factor authentication if needed.

RIT

Check for a Duo Push

Verify it's you by approving the notification..

sent o [

-

Other options

Need help? Secured by Duo

Image description: a screenshot of a two-factor authentication screen. It prompts the user to “Check for a Duo Push” and verify their
identity by approving the notification on their smartphone. The screen includes a visual of a smartphone with a green checkmark,
options for “Other options,” and a link for “Need help?” at the bottom.
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3. Click on the link titled “Flex Plan” on the left hand side of your screen.

BACKTO MY PROFILE >

MY DASHBOARD

» Overview

» Announcements

» Equipment

» Login and Security

> My Appointments

» My Files

> My Eligibility

» My E-Form Agreements

> My Mailbox (Sent Emails)

ACCOMMODATIONS

» List Requests
» Alternative Testing

» ARlernative Formats

Accommodation Requests

2023-2024 - SUMMER

0

Number of Requests Add Requests

No Accommodation Request Found

for 2023-2024 - Summer

QUESTION?

Disability Services Office
Division of Student Affairs
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Image description: a screenshot of the MyDSO Portal. It features various buttons and tabs, such as”Alternative Testing” and “Flex
Plan” which is circled in red for emphasis.
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4. You will be redirected to a page showing all of your requests for Flex Plans. You can check the status of your requests at any
time. Remember, only requested accommodations will show up here!

Previous Term

ACCOMMODATION REQUESTS

2

Number of Requests

REVIEW NEEDED

0

Number of Flex Plan

Term: 2024-2025 - Fall

WAITING FOR REVIEW

0

Number of Flex Plan

currently Being Review By Staff or Instructor

Next Term

Total Completed Request: 0 Please Review Flex Plan

LIST REQUESTS FOR FLEX PLAN

Show Per Page: Page: 1

Records Found: 2 (Showing: 1-2)

View Status Initiated On CRN Subject Course Section Campus Lecture Accommodation Requested g::]:esl g:tn;pleted
Mot Initiated oz0s2024 [ - Yes(LEC)  Assignment Due Dates Extended - When Needed and Appropriate 08/05/2024  08/06/2024

Not Initiated _ MAIN Yes (LEC) Flexibility in Class Attendance Requirements 08/05/2024

Image description: a screenshot of the Flex Plan module. It includes navigation tabs for “Previous Term” and “Next Term,” and three
boxes labeled “ACCOMMODATION REQUESTS,” “REVIEW NEEDED,” and “WAITING FOR REVIEW.” Below there is a box that
displays two records with the status “Not Initiated.” Some information is redacted for privacy.
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5. Instructors are required to initiate the Flex Plan agreements, once that is completed it is sent to DSO staff for review. DSO
staff will release the agreement to students for their review. When an agreement is ready, you will be notified and there will be
a change in your status. Click the button labeled “view” to review the agreement.

Previous Term Term: 2024-2025 - Fall

WAITING FOR REVIEW

0

Number of Flex Plan

ACCOMMODATION REQUESTS REVIEW NEEDED

2

Number of Requests

1

Number of Flex Plan

Total Completed Request: 0 Please Review Flex Plan Currently Being Review By Staff or Instructor

LIST REQUESTS FOR FLEX PLAN

Records Found: 2 (Showing: 1-2)

View Status Initiated On CRN Subject Course Section Campus Lecture Accommodation Requested

Not Initiated 08/06/2024 MAIN Yes (LEC) Assignment Due Dates Extended - When Needed and Appropr

Waiting for Student Response 08/07/2024 _ MAIN Yes (LEC) Flexibility in Class Attendance Requirements

Image description: a screenshot of the Flex Plan module. It includes navigation tabs for “Previous Term” and “Next Term,” and three
boxes labeled “ACCOMMODATION REQUESTS,” “REVIEW NEEDED,” and “WAITING FOR REVIEW.” One Flex Plan is ready for
review, this box is circled in red for emphasis.Below there is a box that displays two records; one with the status “Not Initiated” and
the other with a status “Waiting for Student Response” with a “view” link next to it. The “view” link is circled red for emphasis.
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6. You will see a copy of the agreement that your instructor completed. You are able to make changes, but please note all
changes are reviewed by DSO staff and instructors prior to acceptance. This agreement may be applied to every eligible
student in your course, do not add any confidential information to this agreement.

REQUEST INFORMATION
Course Information:

Accommadation
Flexibility in Class Attendance Requirements
Form Available On

Monday, August 05, 2024

Primary Access Coordinator:

Initiatzd By:
By instructor -
Initiated On

Wednesday, August 07, 2024 at 08:49 AM

Status:
Waiting for Student Response

LIST OF QUESTIONS

Do you currently have an attendance policy in your course? If yes, please
indicate how many absences a student is permimed before there is an
impact on their grade *

Yes (Additional Comment Required)

Additional Comment *

Students can miss 2 classes before it starts 1o impact their grade

A

This accommeadation allows for additional absences when a student is
experiencing disability-related impacts. How many absences could a
student accrue and still successfully meet the goals of the course?*

5

How should a student contact the instructor in the event of a disability-
related absence? *

Email

If & student is absen for disability-related reasons, will ahemative
activities be assigned? If yes, how many days does the student have to
complete this assignment and how is it submitted? *

[ -

Additional Comment

The student will just need to turn in whatever is due on the day
they missed

A

For in-person classes, is remote attendance possible on eccasion if a
student cannot make it 1o the classroom for disability-related reasons?
Please note, it is the student's responsibility to communicate with the
instructor if they plan to attend virtually *

Yes v

Please describe any other parameters or reguirements related to
attendance flexibility (if none, indicate N/A): *

Most of the time this is fine, they should ask me.

Image description: a screenshot of the Flex Plan questionnaire. It includes sections for student requests and a list of questions that
have been answered.

RIT|

Division of Student Afairs

Disability Services Office



August, 2024

7. In order to accept the Flex Plan agreement, you need to agree with the statement shown. If you have made any changes,
please select “UPDATE AND REQUEST REVIEW.” To accept, please click “ACCEPT.”

FORM SUBMISSION

| agree to follow this Flex Flan as written by my instructor. | understand it is my responsibility 1o communicate when | will be using this accommodation

agree to the statement listed

get vy,
' ACCEPTFLEXPLAN > UPDATE AND REQUEST REVIEW > VIEWHISTORY > BACK TOLIST »
N

Image description: a screenshot of the form submission interface with four buttons labeled “ACCEPT FLEX PLAN,” “UPDATE AND
REQUEST REVIEW,” “VIEW HISTORY,” and “BACK TO LIST.” “ACCEPT FLEX PLAN” is circled in red for emphasis. Above the
buttons, there is a statement that reads, “| agree to follow this Flex Plan as written by my instructor. | understand it is my
responsibility to communicate when | will be using this accommodation,” with a checkbox next to it.
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8. When you will see the status of your request change to show it is complete. You can view this at any time by clicking the
“view” link.

Previous Term Term: 2024-2025 - Fall

ACCOMMODATION REQUESTS REVIEW NEEDED WAITING FOR REVIEW
Number of Requests Humber of Flex Plan Mumber of Flex Plan
Total Completed Request 1 Please Review Flex Plan Currently Being Review By Staff or Instructor

LIST REQUESTS FOR FLEX PLAN

Records Found: 2 (Showing: 1-2)

View Status Initiated On CRN Subject Course Section Campus Lecture Accommodation Requested

Mot Initiated 08/06/2024 RAIN Yes (LEC) Assignment Due Dates Bxtended - When Meeded and Appropriate

Completed 08/07/2024 _ IAIN Yes (LEC) Flexibility in Class Artendance Reguirements

Image description: a screenshot of the Flex Plan module. It includes navigation tabs for “Previous Term” and “Next Term,” and three
boxes labeled “ACCOMMODATION REQUESTS,” “REVIEW NEEDED,” and “WAITING FOR REVIEW.” Below there is a box that
displays two records; one with the status “Not Initiated” and the other with a status “Completed” with a “view” link next to it. The “view”

link is circled red for emphasis.
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