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Revision History 

Every change to this document, subsequent to initial sign-off, must be recorded in the 
Revision History Chart below.  There are no exceptions.  Note that the Project Manager 
must sign off on any changes to this document. 
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1. How do I get started? 
 

To begin with you must have an AIM account at http://aim.alsde.edu and update your profile 

correctly.  For Supervisor, instructor and Admin, you must have correct position assigned to 

your Education Directory (ED Dir) Profile. 

 

After you have successfully logged into AIM, your home page may look something like this.  

 

Click the ‘Pupil Transportation Certification’ Tile: 

 

http://aim.alsde.edu/
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2.  Applicants 
After you successfully updated your AIM profile and clicked on the “Pupil Trans” Tile, you will 

be taken to a page that looks like this below:  

 
 
 
To start a new application:  Point to Application and click NEW
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Personal Info and Contact Info on the application are prefilled from your AIM profile.  If you need to 

update any of those fields, you can click on the link in the SSN statement as shown below.  This will take 

you to the AIM User Profile Screen.

 

Fill in Driver Info and Personal Background Report then Click Submit on the bottom of the application: 
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Click “I Accept” to finish the submitting process: 

 

You will see a confirmation window: 
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You can review your application any time by going to your Application History queue and clicking the 

“App” button. 

 

If you answer NO to all questions on the Personal Background Report, you will receive an email like this: 
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If you answer At least One YES on Personal Background Report section, you will receive an email like 

this: 

 

If your application has been rejected for any reason, you will receive an email like this: 
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3. LEA Supervisor 
Your home screen will look like this: 

 

Under Applications: 

Ready – Applications that need to be reviewed because applicant answered at least one 

question “Yes” in Personal Background Report questions. To review application, Click on the 

App button: 

 

To make decision: Click Supervisor Assurance: 

 

Select APPROVE, REJECT or CANCEL:   Confirmation window will appear: 
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Blocked – Applicant did not have fingerprints cleared.  Supervisor can select any application in 

this queue by Clicking on “App” and Rejecting that application. To Reject, Click on the 

Supervisor Assurance: 

 

 

Accepted – Applicant has cleared fingerprint process and is ready to be scheduled in your 

district. Supervisor can select any application in this queue by Clicking on “App” and Reject that 

application. To Reject Click on the Supervisor Assurance: 

 

 

Scheduled - Application has been scheduled to a class in your district. 

Classes 

To view a class: Click View.  At this point, the Roster screen will appear. 
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To add an applicant to a class: Click Add to Roster  

 

Select applicant from drop down menu: 

 

Select Enrolled for the Status, Click Update to finish.
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On any application screen, the Supervisor can view user history comments using Comment icon 
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To view motor vehicle report if there is one received from DMV already.  You may also request 

an MVR from the Motor Vehicle Report screen. 

 

 

Search another applicant: 
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4. Instructor 
Your Home Screen look like this: 

 

Classes 

To view a class: Click View 
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To add an applicant to a class: Click Add to Roster  

** Instructor can add applicant to a class until class started. 

 

Select applicant from drop down: 

 

Select Enrolled for the Status, Click Update to finish. 

 



Transportation Certification Last Modified: 10/27/2016 9:00:46 AM 

Application Guide 

 

  
 

 16 

 

Entering Test Scores: Click Score next to the Applicant for New Driver classes: 

 

Enter each test score and click Update Scores.  Demographic Info on the bottom of this screen 

is populated by MVR report: 
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To Pass a Class:  All 3 tests must be checked Pass and Click on Pass Class: 

 

 

To Issue License: Click on Issue License.  Confirmation screen will be shown. 
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Recertification and Special Needs Recertification: Click Recertify next to the Applicant: 

 

Option dialog will appear to Recertify, Reject, or Cancel: 

 

To Add, Update or Delete a Class: 

Point to Admin and Select Class Manager: 

 

To Add New Class Click NEW: 

 

Select all fields and Click Update. 
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To edit an existing Class: Click Edit 

 

Update any field and click Update. 

 

To delete a class: Click Delete and OK on popup window 
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5. System Admin 
Your Home Screen look like this: 

 

To accept an application in Ready Queue: Click App next to applicant to open the application.  
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Click Supervisor Assurance to approve an application: 

 

 

 

 

 

 

 

Add applicant to an open class: Select a class by clicking on View: 

 

To add an applicant to a class: Click Add to Roster  

** System Admin can add applicant to a class at any time. 
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Select applicant from drop down: 

 

Select Enrolled for the Status, Click Update to finish. 

 

 

To Add, Update or Delete a Class: 

Point to Admin and Select Class Manager: 
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To Add New Class Click NEW: 

 

Select all fields and Click Update. 

 

To edit an existing Class: Click Edit 

 

Update any field and click Update. 
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To delete a class: Click Delete and OK on popup window 

 

 

To Add, Update or Delete Documents: 

From Admin select Document Manager 

 

To add new document: click New 
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From Edit Form window create document and click Update to finish 

 

 

To update an existing document: click Edit 

 

Update document in Edit Form window and click Update to finish 
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To delete a document: click Delete and OK on pop up window 

 

 


