NMSU Disability Service

How To Complete Flex Plan
Questionnaire in AIM Portal

NM BE BOLD. Shape the Future.
| MY-YE New Mexico State University



How to Access

Disability Access Services Website

>
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Log into NMSU DAS website at
das.nmsu.edu

Access Faculty Login Button
Sign in using NMSU credentials
Acknowledge Access Policy

Click Continue to View Student
Accommodations

Cc 25 kea.accessiblelearning.com/NMSU/instructor/Login.aspx

BACKTO MY PROFILE >

> Online Services Home

> Help

SIGNOUT >

ACCESS POLICY

Please read the following prior to completing the form:

By clicking on the following button, | acknowledge that | have received and understand the school's FERPA policy
FERPA (Confidentiality Statement)

Along with the right to access the records of students comes with the responsibility to maintain the rights of stuc
and Privacy Act (FERPA). Student Records are open to members of the faculty and staff who have a legitimate ne¢
to maintain confidentiality.

Reminders:

« Please REFRAIN from using SHARED (PUBLIC) COMPUTER.

+ REMEMBER TO SIGN OUT AND CLOSE THE BROWSER COMPLETELY AFTER YOU ARE FINISHED ACCESS

Important Note:
« Please REFRAIN from using SHARED (PUBLIC) COMPUTER.

« Remember to Sign Out and Close the Browser Completely After You Are Finished Accessing This Ini



das.nmsu.edu

You will now be taken to the Overview Page in the
AIM Portal
-Click on Flex Plan on left side of the Home Section
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Term: Fall 2025

> Overview

<

> Add Instructor

> Upload Syllabus

> Alternative Testing

Las Cruces, NM 88003
Main: 575-646-6840
Fax: 575-646-5222
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> Communication Access

SIGNOUT > Department Email: das@nmsu.edu
https://das.nmsu.edu/

> Flex Plan




You can see the number of plans not initiated and the number
of plans that have been initiated.

-Click “View” to see the plan that requires initiation next to
the course that has a student(s) with a flex plan
accommodation




' After Accessing Flex Plan button-Click
blue “View” button.

STUDENTS WHO REQUESTED ACCOMMODATIONS

REFINE SEARCH >

g ﬁ EXPORT DATA: STUDENTS

Records Found: 1 (Showing: 1-1) Show Per Page: m Page: 1

Request Last

View PDF CRN Subject Course Section Student's Full Name Status
Date Updated

View PDF 47618 ENGL 11106 A21 NMSUA Test Student 01/13/2026 01/13/2026




Request by Class (Students) Page
-Click on “View” Button to Complete Flex
Questionnaire

The next page portrays the following:
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Course name, section number, CRN

Status of the flex plan
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Type of Flex Plan Accommodation

Student Name

Date Plan was Requested
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Date of Last Email Notification




Flex Plan Questionnaire

* The questions ask you to answer each question and provide
some brief clarification for some questions.

* Itis not necessary to provide a written response for every
question.

* We ask that you provide a specific timeframe for
attendance allowance in Question #8 (if it pertains to your
course) and what you will allow for due date extensions in
Question #16 for students receiving this flex
accommodation. If questions do not pertain to your course,
click N/A or type N/A in the box.

* The primary goal is to know if and how much you will
accommodate students above your current attendance and
assignment due date course policy



Questions Page in AIM

The question page presents as the following before it is
completed.

visapie Keminger: NO  Campus: MA  Iype: CLAS (Lecture: No) Session: 1

REQUESTS

€ @

OVERVIEW STUDENTS ADD NOTE CASE NOTES SEND EMAIL SENT EMAILS HISTORY SYLLABI
> Overview

> List Requests

> List Requests by Week BACKTOLIST >

> List Implementation Requests

g i i isk (¥
CONTROLS Note: Required fields are marked with an asterisk (*).

> Main Controls
REQUEST INFORMATION LIST OF QUESTIONS

v

Eligibility Setup

Internal Status . .
Question 1: What is the format of your course? *

- ionnai Status:
> ?Zrﬁlei:fesouesmnna"e Note: This question only applies to Assignment/Project Due Date
P Not Initiated i dance Adj
> By Request - Questionnaire m ) Face-to-face
Templates

O Lab

v

Implementation Questionnaire
ata Templates Instructors and Meeting Times v O Online

Implementation Status For (J Hybrid
m_? Student

O Global
Instructor Dispute Reasons

O]
.

Clinical Field Experience

LIST SYLLABI
EMAIL CONTROLS Additional Comment:

> Built-In Templates
No Records Found

> Email Templates




Submit the Questionnaire for DAS Review

-Once the questionnaire is complete click on “Initiate and
Request Review”

-Disability Services will review the flex plan and mark as
complete for student review or send back to instructor for
additional clarification or information.

FORM SUBMISSION

QUESTIONS? CLICK HELP BUTTON FOR YOUR CAMPUS' ACCESSIBILITY OFFICE INFORMATION.
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Version: 5.25.08.B - Licensed to Accessible Information Management, LLC. Copyright © 20102025 by Haris Gunadi. All rights reserved.



How to Copy a Completed Flex Plan to
Other Courses

Copy a completed Flex Plan by selecting the target courses, choosing “Copy responses
from” a previous completed plan, review, and confirm.

In the Instructor Portal go to Flex Plans — on the Overview page use:
Step 1: Select Courses to check the classes you want to populate.

In Step 2 choose the source plan from the dropdown (the system shows the most recent
10 completed plans from the last two terms), review or edit the question responses,
then click “Initiate and Request Review.”

If you need bulk-copying across multiple sections, use the same Select Courses + Copy
responses flow and confirm answers before initiating.




Implementation Feature in AIM to
Request Flex Accommodation

Using the Implementation Feature in the AIM
le]gre]

Students must answer the following questions
within the Implementation Detail:

1. Purpose of the request

2 Whether the reason is disability-related
3. Dates/assignments affected
4

Plan for making up missed assignments
(typically within 48 hours)

Assignment names + plan for submission

IMPLEMENTATION DETAIL




How to Address Implementation
Requests in (AIM) Portal

If enabled, the instructor can dispute a request via the Instructor Portal. These communications are
between the DS office and instructor. DS staff can enter notes regarding the dispute and leave set as
'Yes' while still changing the status to complete or cancelled to track dispute history.

. Student makes implementation request

. Instructor receives the Implementation notification instructing instructor to manage request.
Adding a link to the instructor portal in the Flex Plan template can be helpful.

. Instructor log into Instructor Portal, navigate to Flex Plan.
. View Upcoming Implementation.

. Review the request and either a) click Acknowledge to accept or b) select a reason, enter a note,
and click submit concern or feedback to dispute.

. Items in dispute will populate in the Implementation tile and emails will be sent (see Controls.)

. Staff can review the dispute information and follow up with the instructor. Staff can leave the
dispute status and information for tracking purposes after the request is approved or denied.
Students cannot view dispute, internal or instructor notes, but they can see Note for Student.

. Staff enter a note for the instructor and update the request.
. Faculty review the reply and can accept or continue to dispute.

. Once a determination is reached, enter a note for the student that will populate in their email and
if desired, enter an internal note.




Contact Information - NMSU &

Branch Campuses

DISABILITY ACCESS
SERVICES

STUDENT LIFE

Disability Access
Services

das@nmsu.edu
575-646-6840

STATE STATE
ALAMOGORDO SRANTS
Accessibility Services Student Accessibility
Department
asdnmsua@nmsu.edu ppc@nmsu.edu
575-439-3721 505-287-6628

HNACC

NMSU Dona Ana Community College

Student Accessibility
Services

sas@dacc.nmsu.edu
575-527-7548



