
NMSU Disability Services
How To Complete Flex Plan 
Questionnaire in AIM Portal



How to Access 
Disability Access Services Website
Ø Log into NMSU DAS website at 

das.nmsu.edu

Ø Access Faculty Login Button

Ø Sign in using NMSU credentials

Ø Acknowledge Access Policy

Ø Click Continue to View Student 
Accommodations

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



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.



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

The next page portrays the following:

Ø Course name, section number, CRN

Ø Status of the flex plan 

Ø Type of Flex Plan Accommodation

Ø Student Name

Ø Date Plan was Requested

Ø Date of Last Email Notification 



Flex Plan Questionnaire

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

• It is 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. 



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.



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 
Portal

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)

5. Assignment names + plan for submission



How to Address Implementation 
Requests in (AIM) Portal



Thank you

• Brita Tamm

• 502-555-0152

• brita@firstupconsultants.com

• www.firstupconsultants.com


