Accommodate Faculty User Instructions
Washburn University and Washburn Technical Institute

Washburn University has implemented a new accommodation management platform called Accommodate. Your Accommodate portal will house

important information about your students’ accommodations. Please follow the step-by-step instructions below to access and navigate your
Accommodate portal.

Log-in to Accommodate here: [https://washburn-accommodate.symplicity.com] and select “Faculty”
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To upload an exam for a test room booking request, select COURSE the course you need. Then select EXAM and then “Add New Exam”. Once

selected, please fill in the information below. If you have an
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When selecting the date/time of the exam, make sure to select the same time that other students are allowed to take the exam either in the classroom or
through D2L. You'll want to click on the time to start, hold with the left mouse button and drag until the time stopped. You’ll know you’ve selected correctly
when the time changes to grey like below on the screen.
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Finally, if you wish to Apply Exam to All Records this means that any student that creates a testing booking request will then have the exam

linked on the Student Accessibility Services Staff portal so we can see the exams for those students. It is recommended you select this in case if
student does walk in for testing day. This is not preferred but can save time if it does happen.
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To see if a student has scheduled to take an exam in the Student Accessibility Services office, click on DISTRACTION REDUCED TESTING. Here you’ll be able to
view the date and time each student is scheduled to take an exam. This section is also where COMPLETED exams will be uploaded as you can see under the
students name labeled COMPLETED EXAM.
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For questions or troubleshooting please contact the campus you are associated with:

Washburn University

Student Accessibility Services Office

Washburn Institute of Technology

Student Accessibility Services Office

1700 SW College Ave. | Morgan Hall 105 5724 SW Huntoon St. | Bldg A Center
Phone: 785-670-1622 Phone: 785-670-3364
Email: accommodations@washburn.edu Email: accommodations@washburn.edu

For questions regarding the interactive process, or individualized training on the new accommodations software, please reach out to:

Heather Popejoy MK Hunt

Director for Student Accessibility Services Assistant Director

Phone: 785-670-1627 Phone: 785-670-3364

Email: heather.popejoy@washburn.edu Email: mk.hunt@washburn.edu

If you as the student have any announcements that they wish to submit for the Student Portal for advertisement please email them to
accommodations@washburn.edu
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