
Professor Guide: How to use AIM to upload 
Exam Information at Regis University 
 
Step 1 

●​ Log into the AIM Professor Portal 
 
How to upload your exam information 

 
1.​Click on Alternative Testing in AIM 

 
 

2.​In the upper left right corner, select Information For 
Scheduling and Proctoring Exams. 

https://whitney.accessiblelearning.com/s-Regis/Default.aspx


 
3.​Scroll down, you will see all the courses you are the 

professor for, select view to go to the next step.  
 

 
4.​Select Update and View Exam Dates 

 



5.​You will then see “Exam Details”, you can now add 
the information for any exam for the course you 
selected. 

 
6.​Once filled out, it will look like this! 

 

 



7.​When you upload your exam file, please make sure 
to put information in the title or else it will make 
you reupload the file again.  
 

 
 

8.​Once done, click Save Exam Date. 
 

 
9.​This is what you will see on the List Exam Dates in 

AIM, if you need to modify the exam at all after you 
have submitted, you will click modify! 

 



 
10.​ Once you have successfully submitted the exam, 

you will receive an email that looks like this with the 
information you uploaded! 

 
We at SDS ask that you submit all information for 
quizzes, exams, and finals 48 hours prior to the exams 
scheduled time! If you have any questions, please contact 
disability@regis.edu!  

mailto:disability@regis.edu

