Understanding Exams in AIM

How does an instructor upload an exam into AIM?
In order to upload an exam in AIM:

e Login to the Instructor AIM Portal

e Click on “Alternative Testing” under Views and Tools

Fersonalized Learning enter

My Dashboard  UnifiedBlogs ~ Staff Access ~ Website Control | Testing Center  Notetaker | Procior

Home * Instructor Homepage » Overview

OVERVIEW Accommodstion Requests  Search Students’ Eligibilities  Add Tnstructor
[ Return to saft | ANNOUNCEMENT

¥ Overview

> Course Syfizbs

* Alternabive Testing
> é iidn; Sarvices

Once you finish with your sessian,
ol=zse do not forget oo Log Out
znd Close Your Browser,

| Logout |

Please email pi

Questions or concems regarding the AccessMU disability management system?

Term: Fall 2024

Sort Result: [Last Requested (NewestFv] | |

LIST OF STUDENTS WHO REQUESTED ACCOMMODATION

Legand:
= EXAM: Albernative Testing » TEXT: Alternative Formats
= COMM: Communication Access « MNOTE: Notetsking Services

Fxnort Search Result To €SV (T nmma-Senarated Values) Fila

e On the next screen, click “List Exams”
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e Select from the drop down list “Upload File to Exam(s)” exam.

By s=ladting one of the options below, you or your department are agreeing to administer your class exam, OR that you have no exams in your course this semaster, If you have guestions
concerns about implementing certain exam accommodations, please contact the Personalized Learning Canter,
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STEP 2 - SELECT FROM THE FOLLOWING COURSES

o Click the checkbox next to the student you are uploading a file for.
e Click “Confirm Your Selections”
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STEP 3 - CONFIRMATION
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e 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.

e Select Upload Exam.
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Once uploaded you will see the Status column Updated on the list of exams
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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.
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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:

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

My Dashboard ~ UnifiedBlogs  StaffAccess = Website Control | Testing Center  Noteltsker | Prochor

Home % Instructor Homepage % Overview

OVERVIEW Accommodstion Requests  Search Studerte’ Eligiilities  Add Instructor
[[Retur to st | ANNOUNCEMENT

Questions or concerns regarding the AccessMU dissbility management system?
¥ Views and Tools
Please email plo@manzn.edy
> Overview

* Course Syllabus

> Altermabive Testing

» Motetaking Saf — -
E) Click o Expand Advanced Search Panel Sort Result: [ Last Requested (Newest Fv | | Sort

Pravious Term Term: Fall 2024 et Term

e Click on Completed Exam Files
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e Click on the Exam file you wish to download
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e Asecurity 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.
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e Enter the security code, then click Verify Code. You will then be able to
download the completed exam



