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How To Request Alternative Format 
Materials 

Learn how to use the Accommodate portal to request alternative file formats for your 
course textbooks. This guide walks you through the submission process to ensure 
you receive the accessible materials needed for your classes. 

1 Navigate to https://calpoly-accommodate.symplicity.com/ 
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2 Click "Accommodation" 

3 Click "Alternative Format." If this option is not available, ensure that you have 
been approved for alternative format accommodations and have submitted a 
semester request for the current term. Instructions on submitting a semester 
request can be found on the Accommodate home page. 
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4 Click the "Student Entered" tab 

5 Click "Add New Alternative Format Request" 
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6 Complete the form, including the ISBN, title, and any other information you may 
have 

7 Select the current semester 
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8 This will cause the page to reload. Select your course from the dropdown menu 

9 Select the type of alt text you are requesting 

https://scribehow.com


Made with Scribe - https://scribehow.com 6

10 Complete the "Chapters Needed" field if you are able 

11 Upload proof of purchase if available. If not available, list why 
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12 Once you are finished, click "Submit" 

13 Repeat this process for any other course texts you may need 
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14 You will receive an email from the DRC Alt Media Center once your request has 
been processed with information on accessing your text. Please reach out to 
altmedia@calpoly.edu with any questions. 
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