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OFFICE OF

peprtl What is Accommodate? Access Accommodate
in MyMadison

) Accommodate is the online system for faculty to view accommodation
information about their students. The Faculty Portal can be & 55ed
GETTING STARTED from the "Faculty” tab in MyMadison. P view the tutorial
WITH C below for more information about Accommeodate and the

accommodation process

VMENTATION
JELINES JMU Policy 1331 (Disabilities & Reasonable Accommodations) -
Section 7.9

Manuadl

IMPAIRMENTS AND .
HEALTH CONDITIONS How do | log into the Accommodate Faculty Portal?

How do | view my students’ Accommodation Letters?

What is the relevant JMU Policy that pertains to faculty and providing accommodations?
\CES Am | required to implement all the accommodations on the Letter?
How will | be notified of the need to implement accommodations for a student?
© CTus How do | manage exams in the Accommodate Faculty Portal?

Introduction and Logging In

This video tutorial provides an introduction to @

Accommeodate and covers how to log into the Disability Services
Accommeodate Faculty Portal in MyMadison.

Accommod > culty Portal

Vide rial:

Link To Access The Accommodate Portal;
hittps://www.mu.edu/ods/accommodate/faculty.shiml
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https://www.jmu.edu/ods/accommodate/faculty.shtml

% Scheduling: If you cannot meet the exam accommodation needs of your student(s) please

communicate to your student(s) that they need to make an exam reservation with our testing facilities.
Students must schedule their exam reservations 3 business days prior to their exam date.

“+ What we need from faculty: Once an exam reservation has been scheduled, we need faculty to
approve the exam request and upload exam documents/exam information to Accommodate. We
request faculty provide us with all necessary exam information, exam materials, and exam reservation
approval 48 hours (2 business days) prior to the exam date.

s+ Email notifications: Email reminders are automatically sent out by Accommodate until ODS has
received faculty approval of an exam request AND the exam/exam information has been uploaded.

% Student notification: Students do not receive a confirmation email until faculty and ODS have
approved the exam request.
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Using The Accommodate Faculty Portal for

Exams

s Courses: Click on the Courses tab to
access your course list. Courses will be
separated by course number, section,
and days of the week (for example: MWF

or TR). > Eoencieutc

Getting Started

News Fee d

&

» Resources: Click on the Resources tab to
access materials related to meeting
student accommodation needs and for
relevant exam information (for example:
IP address for our testing facilities).

L)

There are currently no announcements or notifications to display.
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Navigating Accommodate

% Stuck on the wrong page? Click the
Cancel button if stuck on the wrong
page. The back button will not work,
Cancel is the back button in
Accommodate.

% Top Navigation Menu: Use the top
navigation menu to quickly access the
correct tab.

2] Accommodation

Letters

) Courses

Home / Course / Course Details

Note Accommodation Guide ()

Course Details Enrolled Students Room Bookings Exam

Course

Title

Mote Accommodation Guide

nodation Faculty (notes@jmu.edu)

ome / Course / Course Details / Room Bookings
Note Accommodation Guide ()

Course Details Enrolled Students Room Bookings Exam

Pending Approved

Course Motes
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Approving Exam Reservations &
Uploading Exams

Step one: Click on the Courses tab to

access your course list.

Step two: Click the course the student(s)

have scheduled exam reservations for.

Please note: Some courses are separated

by sections and days of the week. Please
check that the course code matches the
student’'s exam reservation.

Step three: Click on the Room Bookings

tab. Exam reservations that have not been
approved will be listed in the Pending tab
and approved exam reservations will be
listed in the Approved tab.

Step four: Click on the student’'s name.

ey
Select Course here to go back to your course
page

'@ Course name here

Course Notes

Note Accommodation Guide ()

Course Details Enrolled Students
Pending Approved
@ Pending and Approved tabs here

Volunteer Note-taker Student <: Student Name Here
{0C 044 gra f 550

Accessibility Services Management System

Privacy Policy | Terms of Use
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Approving Exam Reservations &
Uploading Exams

% Step five: The Alternative Testing Room

Booking form will now display. Please
review the student’s exam reservation
details and input the Class Length of Exam
(do not include the student’s fime
accommodation).

Please note the following:

The Length (listed above the Class Length
of Exam section) may not show the
correct time. Accommodate
automatically calculates the student’s
exam time by adding the student’s time
accommodation to your class time.
Please ignore the Length section for now.
Our exam team will input the correct
length once we know how much time you
are giving the class to take the exam.

Course Information

Title

Date
Enrolled

MNote Accommodation
Guide

2cember 15, 2023
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Approving Exam Reservations &

Uploading Exams

Step six: To upload the exam and necessary
exam information please click the Upload New
Exam buftton.

Step seven: Enter the title of your exam in the Title
of Exam section.

Step eight: Enter the Start and End Date of your
exam.

Please note: We cannot see the exam details you

upload if the student’s exam reservation is outside
of the start and end date window you enter.
Because of this, we recommend extending your
End Date by approximately a week. Extending
the End Date will allow our exam team to link your
uploaded exam information to a student’s
rescheduled exam reservation.

Upload New Exam

E N

*This form can be edited (and exams can be uploaded) in the future by clicking on the title of the exam

field
ation

on the "exam” tab.

*Access codes for online exams can be provided in the "Directions” Box below.

*¥ou do not need to fill out this form if your exam does not require a proctor (i.e. take-home, etc.)

Course *

Note Accommodation Guide ()

Title of Exam *

Dlaaca mrmui
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Approving Exam Reservations &
Uploading Exams

s Step nine: Enter the length of the exam given Rl
'I'O The ClOSS (Should mOTCh 'I'he Closs Leng'l'h End Date (Please make sure this date is a week past the exam date) *
of Exam information you already entered). 19

% Step ten: Enter what materials the student(s)
are allowed or required to have for their
exam.

ary for the exam. ODS

% Please note: We cannot provide all
necessary exam materials to students. If you
require a Blue Book for a student’s exam, you
will need to deliver it to our office, or the
student will need to bring a Blue Book with _
them when they check in for their exam -
reservation.

L)

» Step eleven: For the Final Exam section select
Yes or No.

L)
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Approving Exam Reservations &
Uploading Exams

Step twelve: Enter the directions you have for your
exam in the Directions section. (For example:
Canvas access codes).

Upload New Exam

Step thirteen: Select your preferred exam delivery
to our office in the Exam Delivery drop-down menu.

Step fourteen: Select your preferred exam return
option from the Exam Return drop-down menu.

Exam Delivery *

m Return *

Please note: We do not return exams through email
or mail delivery services due to exam integrity
concerns. Exam pick-ups are ready the following
business day in our ODS office.

-

Step fifteen: Enter your contact information so we
can quickly resolve any issue with the student’s
exam.




Approving Exam Reservations &
Uploading Exams

% Step sixteen: If you are uploading an exam file,
click the Upload File button under the Attachments
section. If you are uploading multiple files, please
make sure they are titled accordingly.

Upload New Exam

% Step seventeen: Please select the Yes option under
the “Apply to all student exam requests for this
course section.” By selecting yes, Accommodate
will automatically upload all the exam information
you entered to all the student exam requests
scheduled for that course and section.

Upload File

student exam requests for this course section (PLEASE SELECT

O Mo

*

% Please note: If you have multiple sections within
your course, you Will need to upload the exam
information again if students are scheduled for
different sections. Unfortunately, there is currently
no option to apply all per course in Accommodate,

only per section. Slide 10
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Approving Exam Reservations &
Uploading Exams

Step eighteen: If you wish to review the Faculty ODS
Testing Agreement Form, please click on the link
provided.

Step nineteen: Type your name in the field under
the Electronic Signature section. Typing your name
provides your signature of acknowledgment.

Step twenty: Click the blue Submit Request button

(bottom right corner). Your exam/exam information
has now been applied to the Alternative Testing
Room Booking form.

Please Note: Accommodate will give you an error

message if you are missing information for a
required field. Enter any missing required
information and click the blue Submit Request
button again.

Upload New Exam

Upload File

xam requests for this

@ Electronic Signature is required

section (PLEASE SELECT "Yes")

The red text
here is what
it looks like
if you are
missing any
required
information

|
cancel Submit Request
I
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Approving Exam Reservations &
Uploading Exams

Letters
* Courses

[0 Resources

% Step twenty-one: To Approve a stfudent’s @ My Account
exo m reserVOTion, SeleCT The Yes Op'l'ion :Pllease c.lick on th:e LI-PLOA-I:) NEW EXAM button even if the exam is online or
eing delivered. Clicking this button allows you to enter all the exam
Under The . DO yOU Opprove Of The dOTe information we need.*

Exam 1

and time of this exam reservation request”
section.

*Please click on the UPLOAD NEW EXAM button even if the exam is online or
being delivered. Clicking this button allows you to enter all the exam
information we need.*

Your
uploaded
exam

% Please note: If you do not agree with the information ~
date and time of the student’s exam shown here.
reservation you can select the No option.
We recommend you communicate with _ ST you Sppreue ST dETE i time
the student as soon as possible so they -
can reschedule.

oer will review the reguest and alsc maks

*

> Step twenty-two: Select the purple Submit
button.

)
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What a Complete Exam Reservation Looks
Like to Faculty

. TNOUTC AACCUTTIT T oaauror T aouras \}
Letters \

) Courses
S — Course Details Enrolled Students Room Bookings Exam Course Notes
 After clicking the purple Submit button: o |
1 £ My Accol Pendinc Approved
Accommodate will take you back to the P

original Room Bookings page.

*0

» Verifying exam information is uploaded:
Under the student’s name you will now see
Exam Details: the fitle of your exam. If you
uploaded an exam file, you will see
Original Exams: the file name of your aker
uploaded file. o

Apply Search

% Editing exam information: Select the link
(exam title name) beside Exam Details: to
make changes to the exam information
you uploaded.
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What a Complete Exam Reservation Looks
Like to ODS

< What ODS sees in
Accommodate: Now
that the student’'s exam
reservation has been
approved and we have
all the necessary exam
information/exam
documents, our Exam
Accommodation team
can prepare the
student’s exam.

Q. Apply Search ) Clear Save Defaults + More Filters

+ Add New Alternative Testing Room Booking + Find Availability Batch Options ~ [IENENEEE

Arrived? Student Accommodations

+ Add New Alternative Testing Room Booking + Find Availability ltems 1-1 of 1

Your approval will be
visible on the student's
exam reservation.

Testing Room

Testing Date |~

Start Time

Exam
Delivery

Showing 20 ~

Date/Time
Exam Return Is the Exam Prepared? Faculty Exam
Prepared

Showing 20

Your uploaded exam
information and exam
files will be visible on
the student's exam
reservation.
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ODS Exam Reservation Approval

ODS Approval: After faculty approve a

student’s exam reservation, our Exam
Accommodation team will also approve
the student’s exam reservation.
Accommodate will then automatically
send approval confirmation emails to
the faculty member and student.

Approved tab: The student’s exam
reservation will then move from the
Pending tab to the Approved tab.

{nr Home

(5 Accommodation

Letters

9 Courses

Home / Course / Course Details / Roomn Bookings

Note Accommaodation Guide ()

Course Details Enrolled Students Room Bookings Exam Course Notes
L]
Pending Approved

Keywords

Apply Search

Computer IP Addresses Faculty.docx

Accessibility Services Management System
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How To Access Completed Student Exams

Uploaded To Accommodate By ODS

How To Access: Uploaded completed

student exams will be listed under the
student’'s exam reservation in the Room
Bookings tab.

Current & Past Courses: In your course menu

make sure you are on the Current Course
tab. Click on the Past Courses tab if you
need to find a student’s exam reservation
from a previous semester.

Please note: If you are trying to access a
final exam after the last day of the
semester, the student’s exam reservation
and uploaded exam can be accessed
through the Past Courses tab.

Course

Semester

Apply Search Clear

Note Accommodati

Accessibility Services Management System

More Filters
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How To Access Completed Student Exams

Uploaded To Accommodate By ODS

Please follow these steps:

Log in fo the Accommodate Faculty portal.
Click the course associated with the student’s
exam reservation.

Click the Room Bookings tab.

Click the Approved tab.

Under the student’s name you will see
Completed Exams: PDF or Word document
with the student’s last name, first inifial.

Click the document link beside Completed
Exams..

The link will open to the uploaded version of
the student’'s completed exam.

Download or print the exam from this window.

urse Details Enrolled Students

o]
o

Keywords
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