
Understanding Exams in AIM 

How does an instructor upload an exam into AIM? 

In order to upload an exam in AIM: 

 Login to the Instructor AIM Portal 
 Click on “Alternative Testing” under Views and Tools 

 

 On the next screen, click “List Exams” 

 

 



 Select from the drop down list “Upload File to Exam(s)” exam. 

 

 Click the checkbox next to the student you are uploading a file for. 
 Click “Confirm Your Selections” 

 This will take you to the upload page. Click choose file, then Browse for the file you wish 
to upload. Also, you can add an Exam file note. Please make sure that the file size is no 
bigger than 1MB. 

 Select Upload Exam. 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Once uploaded you will see the Status column Updated on the list of exams 

At the bottom of the List Exams page, there is a summary of all uploaded exams with options to 
view, delete, as well as a link to the exam.  

 

 

 

 



How does an instructor download an exam in AIM? 

One of the return options available to instructors is to request that their exam be scanned and 
uploaded to the AIM portal once it is completed. Instructors will receive an email notification 
when the exam file(s) are uploaded, which will include the following instructions: 

 

 Logon to the AIM Instructor Portal and navigate to Alternative Testing 

 
 Click on Completed Exam Files 

 Click on the Exam file you wish to download 

 
 
 



 A security code will be emailed to the instructor(s) of record. 
o NOTE: The verification code expires in 20 minutes.  If the code expires before 

you download the file, you can go back in the portal and click on View again to 
request a new code. 

 

 
 Enter the security code, then click Verify Code. You will then be able to 

download the completed exam 
 
 


