Fall 2017 AIM Ghostwriter Manual
Thank you all for your continued hard work and dedication to our Ghostwriter
Program. In an effort to make services more efficient for Access &
Accommodation Services students, staff, and volunteers, we've adopted a new
data management system. This system will allow you all to register and upload
notes for students from wherever you are! We are hopeful that this new and
improved system will simplify the note delivery process and encourage more
quality note-taking. I look forward to navigating this new system with you all.

Register
1. On the second week of classes you will likely receive an email from me
stating that a student has requested notes in a course that you are currently
enrolled in. The email will include a link to the new Ghostwriter Application
https://hood.accessiblelearning.com/AState/ApplicationNotetaker.aspx. This
link can also found on the A-State Access & Accommodation Services
website.
*Please read all instructions listed in the yellow box. If you are currently a student
registered with A&AS, A&AS intern, or A&AS employee, please use the
previous student/employee log-in information provided to you. You will not be
allowed to register through this portal.
*Please enter the email address that matches the following example:
yourusername@astate.edu.
*Don’t forget to complete the reCaptcha prompt at the bottom of the screen to
ensure that you are not a robot!
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2. The next screen will prompt you to complete fields for personal, contact, and
address information. Once these fields are complete, click on “Register as a
Notetaker”.
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*After you have completed the application, you will be returned to the log-in page.
The top of the page should include a green check mark and message that your
account has been created successfully.
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3. At this time, an email should have been sent to the email that you provided
with temporary log-in information included. Please use your new user name
and temporary password to log-in the portal. This email will also include a
link that will lead back to the log-in page copied above.
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4. Once you have supplied you username and password you will be transferred
to the “Request a Notetaking Assignment” page. Change your user name to
the same one you use to log into My.AState. If you wish to change your
password from the temporary one provided to you, please go to My
Dashboard on the toolbar above. Type in your new password in the box
labeled “Password”. Confirm this change by typing the same password in
the “Confirm” box.
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5. Once you have completed the your password change, click to the left of “My
Dashboard” back to “Notetaker” to include your course registration numbers
on the “Request a Notetaker Assignment” page. Please type in any and all
numbers for courses you wish to be considered as notetaker for. Click
“Continue to Verify Your Classes”
*Remember please use your 5 digit course numbers (61694) and not course
section number (PSY 3025-005).
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6. Once you have clicked “Continue to Verify Your Classes” the next screen
will be your notetaker agreement. Please read the agreement statement
carefully, sign your full name, and submit the contract by selecting “Submit
Your Notetaker Contract”.
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7. After your contract has been signed, please verify that the classes you have
selected are correct by checking the box on the far right. Please select your
chosen incentive from the dropdown list. When all items have been selected,
please “Submit Your Class Schedule”.
*Please contact me when you are ready for your letter of recommendation or
volunteer hour count, in order for me to have those items available for you
when you need them.
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8. This completes the registration process. You will be returned to the course
registration page. If you have more classes to input, please feel free to
complete the same process. The courses and incentives that you have already
selected should be listed at the bottom of the page. If these items are
incorrect, choose “Cancel this Class” highlighted in red.
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Uploading Notes
1. When you are ready to upload notes, log-in back to the system. Please feel
free to add more courses if you would like. Scroll down to the end of the
page to find “Instructions for Uploading Notes”. Select appropriate course,
week, and class day (s). Choose file saved on computer of flash drive and
lastly upload notes.
*Handwritten notes will still be accepted. Legible, neat, dark printed notes
can be scanned by using a number of available iPhone/iPad apps, such as
CamScanner or Tiny Scanner. Notetakers are also welcome to utilize
scanners available in A&AS. All notes, typed or handwritten, should have
each page numbered, dated, and include a legend for any abbreviation or
shortened forms of words used. No doodling please !
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2. Once notes have been correctly uploaded, a green button should be seen at
the top of the screen indicating a successful system update. The bottom of
the screen should show all uploaded notes. Repeat steps for additional notes.
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Thanks for your interest in being a Ghostwriter!! For any additional questions or
concerns, please contact the Notetaking Coordinator at 870-972-3964.
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