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Link To Access The Accommodate Portal:

https://www.jmu.edu/ods/accommodate/faculty.shtml

https://www.jmu.edu/ods/accommodate/faculty.shtml
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❖ 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. 

❖ 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.



Using The Accommodate Faculty Portal for 
Exams
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❖ 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).

❖ 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). 
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❖ 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.
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Uploading Exams
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❖ 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.



Approving Exam Reservations & 

Uploading Exams
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❖ 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 time 

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

Exam button.

❖ 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.
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❖ Step nine: Enter the length of the exam given 
to the class (should match the Class Length 

of Exam information you already entered).

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

exam.

❖ 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.

❖ Step eleven: For the Final Exam section select 
Yes or No. 
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❖ Step twelve: Enter the directions you have for your 
exam in the Directions section. (For example: 

Canvas access codes).

❖ 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. 

❖ 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. 
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❖ 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. 

❖ 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. 

❖ 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.  
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❖ 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. 
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❖ Step twenty-one: To Approve a student’s 
exam reservation, select the Yes option 

under the “Do you approve of the date 

and time of this exam reservation request” 

section. 

❖ Please note: If you do not agree with the 
date and time of the student’s exam 

reservation you can select the No option. 

We recommend you communicate with 

the student as soon as possible so they 

can reschedule.

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



What a Complete Exam Reservation Looks 

Like to Faculty
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❖ After clicking the purple Submit button: 
Accommodate will take you back to the 

original Room Bookings page. 

❖ Verifying exam information is uploaded: 
Under the student’s name you will now see 

Exam Details: the title of your exam. If you 

uploaded an exam file, you will see 

Original Exams: the file name of your 

uploaded file. 

❖ Editing exam information: Select the link 
(exam title name) beside Exam Details: to 

make changes to the exam information 

you uploaded.



What a Complete Exam Reservation Looks 
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❖ 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. 
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❖ 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. 



How To Access Completed Student Exams 
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❖ 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. 
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❖ Please follow these steps:
• Log in to 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 initial.

• 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. 


