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) Substitute License Application Process

e Go to https://aim.alsde.edu to log into your AIM account.

» Enter your ALSDE ID # or email address and password then select Log In

AIM Portal
P AIMALSDEEDU/

Log into AIM

ALSDE ID (or Email address):

password:

[hep@ ]

Need to change your email address?

« Login with your old email
email address.

(or ALSDE ID; d), then go to the User

« Ifyou cannot log in with old address, select Create an account above to create a new account with your new email

address

Single sign-on Identity Management

The ALSDE Identity Management (AIM) portal is the one-and-only site to manage your ALSDE
identity. All ALSDE-developed web applications use AIM credentials, meaning you only have to
remember one email address and password to access all of your authorized applications.

For issues logging into an existing AIM

Terms of Service

and change your

Login affirms you agree to abide by the ALSDE terms of usage. ~ Viewy the Terms of Usage

account

« Contact ALSDE help desk duting normal business hours by emailing

servicedesk@alsde.edu
« Provide the following information:
o Subject Line: AIM Login Issues
o Full Name
« ALSDE ID

o Describe the issue you are having and include helpful screenshots

o Please allow 3-5 business days for a response, before contacting the Service Desk again

« For additional assistance on how to create an AIM account, locate the Creating an AIM

Account document by clicking here

Creating an Aim Account.

* Once logged in, click on the tile labeled ACE to access the Certification
Dashboard.
AIM Portal

STAGEAIM.ALSDE.EDU/

My Services ~ User Profile Extended Demographics Help ~
n

Alabama Joint
Purchasing (ALJP)

Educator Certification
2
L} n

Alabama K-12 Job
Postings

Admin and Finandial Support Educator Certification
? ] ? ]

Registered School
Information

Child Nutrition
Program (CNP)

n n n
Courses

If you are redirected to Extended Demographics:

Complete the required information.

Required sections are indicated by an asterisk to the right of the section name.

Once all required sections are complete, click the green button to continue to

the ACE Certification Dashboard.

If you are returned to the Extended Demographics Section, all sections have

not been completed in their entirety.
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Fieldprint
Background Check

Pupil
Transportation
Certification

Child Nutrition Programs Instructional Services Educator Certification Pupil Transportation
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AIM Portal
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Extended Demographics

The folloi tion i required for accssing vrious ALSDE appiicatons.

Please provide accurate ()t the ightofthe secton

Account Type



https://www.alabamaachieves.org/wp-content/uploads/2023/03/KB_TEA_2023329_Creating-an-AIM-account_V1.0.pdf

)) Substitute License Application Process

o To access your application started by your school system or school system

designee, visit the Message Center or the Your Applications section of

the ACE Dashboard.

* Do not select New Application

e Teach

ALABAMA STATE DEPARTMENT ++ EDUCATION
labama

HI Earline,

Welcome to the Alabama Certification
for Educators.

Your port

109 New messages
@ Application Started (11/12/25, 453 PM
S@submitted (11/3/25, 1:57 PM) Your ce

5@ Awaiting Documentation (11/3/25,1:57 PM) Your certification applicatio.

Background Review
Sutable
Last Activity: 11/03/2025

o To Fieldpri

individusl has completed a criminal history backaround cf
s of 11/03/2025 and is suitable and fit 10 teach under st

“IOUR APPLICATIONS ’

() SUB Application MEMIGGK

Start: 11/12/2025 | Deadiine: 12/12/2025
0% completed:

Continue Application

(© sUB Application 5ESISCE

(©) EC Application B7Q1YIE

() SUB Application WNGRBI1

() SUB Application 1A7NMIE

Your Certifications
Active(0] History(0)

¥

No Current Certificate

Subminted

e Sclect the SUB Application that was started by the school system or

school system designee.

e Click Continue Application

We Teach

ALABAMA STATE DEPARTMENT - EDUCATION
== Alabama

HI Earline,

Welcome to the Alabama Certification
for Educators.

Your portal for obtaining, managing, and
renewing certifcates

YOUR APPLICATIONS

Active() History(27)

(1) suB Application M&MIGGK

Start: 11/12/2025 | Deadline: 12/12/2025

() SUB Application SESISCE

(©) EC Application B7Q1YIE

(©) SUB Application WNGRBI1

(©) SUB Application 1A7NMSE

Background Review Go To Fieldprint (3

Suitable

109 New messages 6o To Message Certer ()

i Application Started (11/12/25, 453 PM) Your certification application M.
Last Activity: 11/03/2025
54 Submitted (11/3/25,1:57 PM) Your centfication application WNEE645 is..
(55 Awalting Documentation (11/3/25, 1:57 PM) Your certification applicatio indivicual has completed & criminal history background check
s 0f 11/03/2025 and is suitable and fi to teach under state
w

Your Certifications

History(0}
Mo Current Certificate
30
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) Substitute License Application Process

e Complete the required application se

ctions. Once a section is completed

select the Next icon to move to the next section of the application.

A WeTeach

ALABAMA STATE DEPARTMENT o EDUCATION
= Alabama

Stat new Applicaton
APPLICATION WIZARD
_ Configure the Application
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* Fees are paid within t

We Teach

ALABAMA STATE DEPARTMENT o EDUCATION
=~ Alabama

Start new Application

APPLICATION WIZARD

2 Earine Gamett £Cc-01268677 SUB MSMIGGK 30

he application. Do NOT PAY a fee on another website.

828 &2 @ | HiEarline =

8 Dekte Application

Started (TR

Configure the Application Pay Application Fee  Appicent Responsioity

rough NIC Alabarma,  third.party payment

Fees paid through the ACE system are

Complete:
provider.

6 Provide Documentation Date Competect:
Total Amourt: $3800

In Progress
Credit Amount: $0.00

Applcant Respoaibiiy Paid Amourt: 000
Total Receivedt $000
Confirm Personel Det
Pay
Next
3 Review and Sign
Ferding

e Once all required application sections are

pleting the correct

complete, your application will be

reviewed by your school system or school system designee and processed.

Continue to check the ACE Portal for status updates.
o Dlease note the application will not reach 100% completion until the application is approved or denied.
¢ Reach out to your school system for questions and concerns with your application.

A %‘;g::f: ALABAMA STATE DEPARTMENT « EDUCATION

HI Earline, [
53 PM) s
s
for Educators. 570
Yourpotaforobsnng, managing sed e
renesing et I

Your Certifications
hered s

YOUR APPLICATIONS

No Curent Certficate

Submited
Start 07/18/2024,
Suomitted: 07/18/2024
85% completed: ————
© Ec Application B701VIE Submitted
© suB Application WNGRBI1 Submited
ubmited

© suB Application 1A7NMSE

Thank you!
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)) Substitute License Application Process

e Check the ACE Portal often for updates on your application.
o Applications may take up to 4-6 weeks to be processed.
* You will receive message updates in the Message Center of the ACE

Portal.

A WeTeach gy o oepwuent  coucaron B9 0| Heaine =
== Alabama

ff Message Center 1

< Change =

o To print your substitute license, select Download Certificate under the

Your Certifications section of the ACE Portal.

A WeTeach g uare ogparuent o Eoucation % 2 O | Hiarine =
== Alabama

Background Review GoToFieldprint 5
Sutable

HI Earline,

YOUR APPLICATIONS Your Certifications

© suB Applcation ssisc y Substiute
© susstute Lcense

© EC Application B701YIE

© suB Appiication wNGrIT

(© SUB Application 1A7NMSE

© sUB Applcation eSS

 If you have questions, please contact your employing school system or

school system designee.
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