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Introduction to Accommodate: 

We are thrilled to announce the launch of Accommodate, our new and simplified platform designed 
to streamline student accessibility. Accommodate serves as a one-stop hub where students can 
easily manage all aspects of their accommodation in one location. In addition, faculty can easily 
manage and navigate accommodations through a single platform, ensuring that all 
accommodations are effectively implemented. Accommodate allows students to quickly access 
their accommodation requests, testing schedules, and other important resources—all in just a few 
clicks! 

We’re confident that Accommodate will not only improve the accessibility experience but also 
make the process smoother and more efficient for everyone involved. We are here to support you as 
you transition to this new platform and look forward to seeing the positive impact it will have. 

Thank you for your attention, and we’re excited to see how Accommodate enhances the overall 
student experience! 
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How to Log in to Accommodate: 

a. Log in to Accommodate through the link below: https://mercy-
accommodate.symplicity.com/ 

b. Choose Faculty as the type of user 

 
c. Log in using your Mercy email and Password (Single Sign On) 

 
d. Home page View for Faculty below: 

 
 

https://mercy-accommodate.symplicity.com/
https://mercy-accommodate.symplicity.com/
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How to Approve Semester Term Request: 

Faculty will receive an email notification each time a Term request is submitted.  
Example Below:  
 

 

 

 

 

 

 

 

 

 

a. Log in to Accommodate through the link below: https://mercy-
accommodate.symplicity.com/ 

b. On the left-hand side, select Accommodation Letters 

 
 

c. Scroll down to view all Accommodation Letters that have been shared with you.  
• Those that have not yet been signed will have Requested in a black box next to the 

title.  
• Those that have been signed will have Signed in a black box next to the title.  

 
 
 
 
 

        

 

https://mercy-accommodate.symplicity.com/
https://mercy-accommodate.symplicity.com/
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d. Select a Requested   
 

 

 

Please review the student's Accommodation letter. After reading it, electronically sign at 
the bottom of the page to confirm your review. 

 

 
 

e. Type your Name in the box and select Sign 
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How to Load an Upcoming Exam: 

You can load information about your exam in Accommodate prior to students submitting 
their requests for a proctor. Uploading your exam in advance makes the process smoother 
for the student and instructor. You can make edit and make adjustments to your exam as 
you iron out details. To load information in advance follow the instructions below:  

 

1. Navigate to and log into Accommodate 
 

2. Find and click on “Courses” on the menu appearing on the left hand side of the screen.  

 

 

3. This will bring you to a page which lists all the courses you teach. Find the course you 
want to load exam information for and click on the course.  
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4. A “Course Details” screen will populate. Find “Exams” on the far right hand side of the 
horizontal menu and click on it. Then click on “Add New”  

 

 

 

5. Fill out the information about your exam to the best of your ability. You can always go 
back and edit or make adjustments.  
• If this is an online exam (ex. ExamSoft), and you don’t have the details about the 

password, skip that question and come back to it when you have the exam 
password.  

• If this is a paper exam, but you haven’t written the exam yet skip the “upload” 
section and come back to it when you have completed the exam.  

• It is recommended that you click “YES” on “Apply this to All Records.” This will 
allow students to identify that this is the exam they are requesting a proctor for.  

 

6. Click “Submit” 
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To Make Edits to This Exam:  

1. Follow steps 1-3 outlined above. Find the exam you would like to edit and click on it.  
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2. This should take you back to the page with all the details of the exam you entered.  
• If you are making adjustments, make sure to click “submit” when you are done.  
• If you need to back out and not make any changes, click “cancel.”  
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How to Approve Exam Bookings: 

Students with approved testing accommodation who need to take quizzes, and exams with the 
ACCESS Office are responsible for submitting test requests a week prior to the exam day. When a 
student has successfully submitted a test request, you will be able to view pending and approved 
requests in Accommodate.  

a. Faculty will receive an email notification each time an exam booking request is submitted. 
Example Below: Alternative Test Request Received 

 

 

b. To view pending and approved requests, select the Courses tab on the left navigation bar. 
Select Course Catalog. Scroll down to see the list of courses you are teaching and select 
the course you would like to view student test requests.  

 

 
c. Faculty will be able to view the following information for each course: 

• Enrolled students registered with Access, along with their accommodations. 
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• Student test bookings, both past and present. 
• Exams uploaded by the professor for course. 

 

 

d. The Student Test Booking tab will indicate the students who have submitted test booking 
requests that require approval from the professor for that course. 

 

e. Click on each student to review and approve their exam booking request. Carefully review 
each request. Ensure the length of time is correct!  

a. You will need to enter an exam before this step.  
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Note: Feel free to add notes such as: Student is permitted to use scrap paper, calculator, class 
notes etc.  
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f. Once the exam booking request has been reviewed, click Submit. 

Note: To return to all exam bookings, click Cancel. 
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How to Add Exam Password and Upload Exams: 

a. To upload an exam on Accommodate, return to Courses. Under the Course Catalog, 
click the course for which you wish to upload an exam. 

 

b. Once selected, click Exam. 

 

c. Click Add New Exam to upload a new exam for students in this course.  
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d. Include any facilitator notes, such as: "scrap paper," "calculator," etc. 
e. If the exam is online, please select "Yes" and specify the testing platform (e.g., 

Examsoft). 
Lastly, make sure to include the exam Password. 

 

f. If your exam is not online, select "No" to upload the exam to Accommodate. Indicate 
Start Date and End date.  

Note: If your exam is meant to be taken on the same day of the class, please 
put the class day for the start and end time. 
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g. Be sure to select "Apply this exam to all records" to simplify the process when 
approving exam booking requests. Click Submit. 

 

Note: This will make it easier when reviewing exam booking requests in the future. Professors can 
simply use the dropdown menu to select the appropriate exam for each student. 
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How to Retrieve a Completed Exam 

In order to review completed exams, return to Courses to view all student Test Bookings.  

 

 

Select the student whose exam you wish to retrieve. The professor can then hover over the 
student’s name and click the provided attachment. 

 

Note: Professors can compare both the original and completed exams to ensure accuracy. 
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Proctor Request Form 

We will continue to use the original Proctor Request Form, specifically the "Professor Section," as a 
tool to confirm that exam information is accurate. If you have not already loaded the exam, please 
fill this out and provide it to your students when they have an exam coming up.   

 

 

 


