
Aim Guide for Faculty 
 

1. Logging into AIM 
Login to AIM using your PirateNet credentials using this link: 
https://hayes.accessiblelearning.com/SHU/ or by clicking the “AIM – Disability Support” App on the 
Seton Hall My Apps Dashboard. 

 
 

Once logged in, click on “Continue to View Student Accommodations” to proceed. 

 

2. Viewing Student’s Accommodations 
Once you click “Continue to View Student Accommodations,” you will find a list of students that 
receive accommodations for all your courses. You may click “view” next to a student’s name to see 

https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fhayes.accessiblelearning.com%2FSHU%2F&data=05%7C01%7Cdiane.delorenzo%40shu.edu%7C1175859a062f480c58b408da85380d31%7C51f07c2253b744dfb97ca13261d71075%7C1%7C0%7C637968773042276807%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=vLejoLtUml6d6f68%2FuWXZMBbTRLwS1J695N6ME6vHUg%3D&reserved=0


that individual’s accommodations. The “PDF” option allows you to download the letter in PDF 
format. 

 

3. Uploading your Syllabus 
To upload your syllabus, navigate to the “Upload Syllabus” screen on the left side of the page. 
Select your class from the drop-down menu, name and attach the correct file before clicking 
“Upload File” at the bottom of the page. 

 



4. Creating a Course Instruction Template 
Click “Alternative Testing” on the left side of the screen to proceed

 

From here, navigate to the “Course Instruction Template” section by clicking “Course 
Instruction Template” in the top right corner of the webpage. Click “Specify” next to the 
course you wish to submit a Template for. 

 

Answer all required questions and specify your first quiz/exam date and click “Submit and 
Continue to Specify Exam Dates” when finished.  



 

5. Specifying Additional Exam Dates 
Once you Submit your Course Instruction Template, you will be taken to the page for your course 
where your specified exam dates are. Underneath the exam date you just submitted, you will see 
the “Add Additional Exam Dates” section. Please add any known dates of quizzes and exams for 
your course/s in this section and click “Save Exam Date” at the bottom of the page. 

*Note* You do not need to upload your quiz/exam for each quiz/exam, you may upload the file 
later or submit the file via email to DSS. 

 



 

 

         

 
 
 

6. Uploading an Exam 
Once a student submits a testing request, Steps 1 and 2 in will appear under the “Upcoming Exams 
Scheduled” section. In step 1, select which exam/exams requests you wish to upload a file for. In 
step 2, under “Upcoming Exam File Upload”, Select a file and click “Upload File.” 



 

7. Editing a Template 
In the “Course Instruction Template” section, select “View” next to the course instruction template 
you wish to edit. Make sure to click “Update and View Exam Dates” at the bottom of the template 
screen to save your edits. 

 

 

 

 

 

 



8. Copying a Template 
If you teach multiple sections of the same course and they share similar exam dates/times, you can 
use the “Copy” feature in the “Course Instruction Template” section. Once a template is 
completed, you may click “Copy” next to the completed template.  

 

Here you will select any/all courses along with any specified exam dates that share the same 
template and use either the “Copy to Selected Courses” button or the “Copy to All Courses” button. 

 

For additional assistance, please reach out to DSS@shu.edu for the Main Campus(South Orange) 
or DSS.IHS@shu.edu for the Interprofessional Health Sciences Campus(Nutley) 

mailto:DSS@shu.edu
mailto:DSS.IHS@shu.edu
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