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Faculty User Instructions for Accommodate 
Test Requests  

  

The Office of Accessibility Services has launched a new Faculty Portal through 
Accommodate, our office’s data management system. Through this portal, faculty will 
manage Test Requests, Testing Center bookings and Proctor Sheets, and exchange exam 
materials between faculty and the Office of Accessibility Services.  
  
Below you will find instructions on how to access Test Requests, upload exams and 
access completed exams.   
  
Login to Accommodate here: ccsu-accommodate.symplicity.com and select 
“Faculty”, please note, the Accommodate Portal utilizes single sign on. Please use 
your CCSU BlueNet ID and password.  
 

 

 

 

 

https://ccsu-accommodate.symplicity.com/
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After you login, please select “Courses & Exams” found on the left-hand navigation 
panel of the home screen. 

 

 

 

 

 

 

 

 

 

 

 

 



3 
 

On this page you will find a list of courses you teach that have enrolled students with 
approved accommodations.  

Please note: If you have a course in which there are no students who have approved 
accommodations it will not appear on this list. This list of courses could fluctuate 
throughout the semester as students add/withdraw from courses and/or as they get 
approved for accommodations. 

Select the course and appropriate section you wish to view. 
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Select the “Test Requests” tab to view students who have already submitted a Test 
Request and then select the correct student.  

Please note: You will receive an automatic email from Accommodate when a student has 
submitted a Test Request, which will prompt you to log into Accommodate to view the 
details. 
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Below you will find the details of your student’s Test Request.  

As you can see, the student’s Test Request details will look very similar to the emails you 
have previously received from our office. It will be your responsibility to review the 
details carefully. 

If the details are correct, select “yes”. You will then have the option of doing one of two 
things: You can either select a previously uploaded “exam” (See directions on how to 
upload an exam without an associated Test Request below) or you can “Upload New 
Exam”. 

If the details are not correct, select “no”. If you select no, only the Office of Accessibility 
Services will be notified. In that case, it is the expectation that the professor will notify the 
student that the Test Request has been denied and discuss the reason(s) why.  
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If you select “Upload New Exam”, answer the prompted questions on the Proctor 
Sheet below. 

In Accommodate you will see the following questions on one screen. For this training, 
these questions will be displayed in 5 screenshots.   
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*Directions for Setting Exam Testing Parameters 
 
This section allows you to set the window of time during which the student may take their 
exam. You have two options: 
 
1. Scheduling the Exam During the Class’ Regular Time 

• Set the Day and Time: Choose the same day and start time as your class. 
• Add a Buffer: Include an additional two hours before and after the class time. This 

ensures students can complete their exams with their approved extended time 
accommodations and accounts for potential scheduling conflicts with back-to-
back classes. 
 
Note: If you teach multiple sections of the same course and require students to 
take the exam at the exact time as the class, you must upload a separate exam for 
each section. 
 

2. Offering a Flexible Time Range 
• Set the Date Range: Choose the range of dates and times when the student may 

take their exam.  
o For example, if the exam must be completed by Wednesday at 5:00 PM, you 

may set the testing window as follows:  
▪ Monday: 8:30 AM–8:00 PM 
▪ Tuesday: 8:30 AM–8:00 PM 
▪ Wednesday: 8:30 AM–5:00 PM 

 
 

*Choose the range of dates and 
times when the student may take 
their exam. 

Please note: even though your 
student has already submitted a 
Test Request, Accommodate 
requires you to select a date range. 
Later you can decide if you’d like 
this exam to be applied to all 
records.  

When you select “apply to all 
records”, you will be able to 
connect this exam to any other 
student who has scheduled or will 
schedule the same exam during 
the same time, which we will 
review shortly.  
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Before clicking “Submit Request”, select “yes” 
or “no” to apply the exam to all records. If you 
select “yes”, the exam will be added to all 
existing approved or pending Test Requests 
for the same course with a test date 
between the exam start and end date you 
indicated.  

Once all fields are completed, select 
“Submit Request”.  

 

  


