
Completing the Alternative Testing Agreement within AIM

This document details the steps necessary for completing the alternative testing agreement in the
AIM software to provide the AALC with details concerning your class exams.

● Begin by logging into the AIM portal by selecting the tile on the myNCF portal

● To obtain the One Time Passcode (OTP) required to log in, select the “Problems with this
authentication option?” option at the bottom



● Select which option you would like to use to obtain the OTP

● Once you have successfully logged into AIM, scroll down to “Alternative Testing” in the Views
and Tools section, and click on the subsection. Or, use the link sent via email to complete the
agreement.



● Select the class you are completing the alternative testing agreement for from the drop-down
menu and then click “Continue to Specify Alternative testing Agreement” or “View” to review
any completed agreements.

● Fill out the required details to complete the agreement. If you would like to proctor your own
exams, or the course does not have any exams, please fill out the box at the top of the agreement.



● If you would like for the AALC to assist with proctoring exams in the testing center, ignore
the previous box at the top of the agreement, and fill in the required details.



● Complete the “Exam Types” and “Additional Information” boxes and submit your testing
agreement by clicking “Submit Alternative Testing Agreement”.


