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Faculty Navigation in AIM Faculty Portal 5.0  
Student Disability Services (SDS) will be upgrading the interface of the AIM portal that is used by 

students to request accommoda�ons and used by faculty to verify student accommoda�ons 

and access Faculty No�fica�on Leters. The interface has a new design but carries the same 

func�ons as the previous version of AIM.  
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Accessing AIM  
Accessing AIM will s�ll follow the previous verifica�on processes when logging in.  

Login to htps://hunter.accessiblelearning.com/JHU/instructor with your Johns Hopkins 

username (e.g., JDoe24@jhu.edu, JDoe24@jh.edu) and password.  

 You can locate your name at the top le� corner to confirm that you have successfully 

logged in. (Displayed as “Hi [Faculty Name]!”) 

When faculty log in, Faculty will see they are logged into their instructor portal by iden�fying their 

username. The webpage will have the FERPA Access Policy displayed. Please read this access policy in its 

en�rety and reach out to SDS if you have any ques�ons or concerns. Once reviewed, select Con�nue to 

View Student Accommoda�ons. 

 

 

 
 

https://hunter.accessiblelearning.com/JHU/instructor
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Student Accommodation Verification and Faculty Notification 

Letters 
A�er viewing the Access Policy and selec�ng con�nue, Faculty will be directed to their dashboard. The 

dashboard will contain AIM system announcements and a list of students who have requested 

accommoda�ons for the courses the faculty teaches. Included is the course registra�on number, course 

subject, course sec�on, the student’s name, status of their accommoda�on request/faculty no�fica�on 

leter, the date of the original accommoda�on request, and the date from which the request was last 

updated. Alterna�ve tes�ng and notetaking service accommoda�ons are provided for Faculty to verify.  

If Faculty would like to view a student’s Faculty No�fica�on Leter in their browser, the faculty would 

select View for the row of the student of their choosing. If faculty would like to download and save a 

Faculty No�fica�on Leter, the faculty would select PDF.   
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Exporting Student Data 
If Faculty would like to export the data of their students’ accommoda�ons and requests, faculty would 

select the arrow to expand the drop-down menu for the box �tled Export Data: Students, and then 

select Export Accommoda�on Requests. Once exported, an excel sheet will be generated and 

downloaded.  
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Uploading a Syllabus  
To upload a syllabus or syllabi for your course(s), locate the Home menu to the le� of your display. In 

this menu, select Upload Syllabus. 

 

On the displayed page, faculty should see a box �tled File Informa�on and Form Submission. 

 

Faculty would follow these instruc�ons to upload a syllabus. 
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1. Locate the File Informa�on box.  

2. Select the course from the drop-down menu that the syllabus to be uploaded is for. 

3. Type the name of the syllabus file into the file �tle. 

4. Select Choose File and upload the syllabus of your choice. 

5. Once uploaded, locate the Form Submission Box, and select Upload File. 

Once uploaded faculty will be able to see all the syllabi they have uploaded under List Syllabi, and they 

are free to delete and replace these syllabi as well.   
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Submitting Accommodated Exam Agreements  
1. Log in using the AIM Instructor Portal.    

2. Under Home, select Alterna�ve Tes�ng.  

 

3. Within the Accommodated Exam Agreement Box, select Courses without Accommodated Exam 
Agreement.  

 

4. Go to your course and select Specify Accommodated Exam Agreement.  

5. Choose one of the following op�ons:   

a. I Will Proctor My Own Exams  

https://hunter.accessiblelearning.com/JHU/instructor
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b. My Class Has No Exam  

c. SDS Will Proctor Exams  

6. Confirm Task by selec�ng Confirm to Proceed from the dropdown.  

 

7. Select Submit Your Selec�on.  

 

8. You will be prompted to answer the following ques�ons about your upcoming tests:  

a. Is there a specific �me students must start (or finish) each quiz/exam, if applicable? Please 
explain.  
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b. Select Allowable Materials for Exam(s).  
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c. If the student arrives late (a�er their scheduled start �me), how would you like SDS to 
proceed?  

 

d. If clarifica�on is needed during the exam, SDS should.  
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e. How are your quizzes/exams generally administered?  

 

f. How may SDS return completed paper quizzes/exams? Note: Homewood finals must be picked 
up  

 

 

 

 



 

12 
 

g. Enter Contact Informa�on.   

 

9. Select Submit and Con�nue to Specify Exam Dates.   

 

10. On the next page, enter the Exam Detail for each test.   

a. Type of Assessment 
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b. Approval Method  

 

c. Date and Time  

 

d. Standard Length of Exam (in minutes)  
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e. Addi�onal Note for Staff  

 

11. You also have the op�on to enter Exam Date Instruc�ons and Upload Exam File.  
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12. Select Save Exam Date. You can add as many tests as you need.   
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Accessing and Copying Exam Agreements 
1. Log in using the AIM Instructor Portal.   

2. Under Home, select “Alterna�ve Tes�ng.”   

 

3. A�er one Accommodated Exam Agreement has been completed, go to Accommodated Exam 
Agreement.   

 

4. Next to Navigate To:, select Courses with Accommodated Exam Agreement and then Go.  

  

5. Under your course’s name, select View/Modify Exam Agreement.  

https://hunter.accessiblelearning.com/JHU/instructor
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6. Select Copy Accommodated Exam Agreement.   

 

7. Under the dropdown copy Accommodated Exam Agreement to, choose the sec�on that you want 
to copy your exis�ng exam agreement to and then select Con�nue.   

 

8. You will be able to view the tes�ng dates listed. If the informa�on is correct, then select Copy 
Accommodated Exam Agreement.   

 

9. If your agreement was copied successfully, then you will see Success! Your Ac�on Has Been 
Completed.  
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