How To Request Alternative Format Scribe™
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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How to Request
Accommodations on Cal
Poly Accommodate

Learn how to navigate the Cal Poly Accommodate
portal to submit your semester accommodation
requests efficiently. This guide simplifies the process
to ensure you receive your necessary support
services on time.
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Learn how to navigate the Cal Poly Accommodate
portal to submit your semester accommodation
requests efficiently. This guide simplifies the process
to ensure you receive your necessary support
services on time.
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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
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Profile @ Forany texts/documents that require alternative formatting that are not listed in the Official Text tab, click on the Student Entered tab

to add a new request.

No records

5 Click "Add New Alternative Format Request"
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@ No Text are currently attached to this/these course(s): Test Course (Ceramics 201).

Profile
Please click a button below or if you believe text should be available, reach out to the disability services office

Add New Alternafive Format REquEs

No records
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6 Complete the form, including the ISBN, title, and any other information you may
have
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£ Home Return to Alternative Format | Return to list (Alternative Format)
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Edition
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7 Select the current semester
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Semester *
Completing thigfield will calfye the page to reload. All fields will retain their values
| Fall Sem%ler 2026 P b4 |

Alternative Format Requests *

Requested Types of Alt Text *

‘ - ‘

Chapters Needed
If possible, please list which chapters are needed by which dates. This may be
faund in your syllabus
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8  This will cause the page to reload. Select your course from the dropdown menu
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& Profile
Semester *

Completing this field will cause the page to reload. Al fields will retain their values

| Fall Semester 2026

Course *
Completing #is field will cByse the page to reload. Al fields will retain their values.

| Test Cojrse (Ceram\cs})n

Alternative Format Requests *

Requested Types of Alt Text *

‘ - ‘

Chapters Needed
If possible, please list which chapters are needed by which dates. This may be
found in your syllabus

9  Select the type of alt text you are requesting
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= Resources Completing this field will cause the page to reload. Al fields will retain their values.
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& Profile

Test Course (Ceramics 201)

Alternative Format Requests *

Requested Type: m

Searchable FéF: for lext-\o-s%sch programs ~ |

b

Chapters Needed
If possible, please list which chapters are needed by which dates. This may be
found in your syllabus

Semester

Fall Semester 2026

Course

Test Course (Ceramics 201)
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10 Complete the "Chapters Needed" field if you are able

{3 Home
Course *

5 Accommodation Completing this field will cause the page to reload. All fields will retain their values

I
i Appolatmest Test Course (Geramics 201) - |
|2 Resources
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‘ Searchable PDF: for text-to-speech programs ~ ‘
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Chapters Needed
If possible, please list which chapters are needed by which dates. This may be
found in your syllabus
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Fall Semester 2026

Course

Test Course (Ceramics 201)

Proof of Purchase
Photo or sereenshot of receipt showing proof of purchase, paly access payment.
In some cases rental agreements may be accepted

11  Upload proof of purchase if available. If not available, list why
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Dw?ﬂ%umoad

[ Upload Fi\e‘*‘
\

J
L8 y

—

P

If no proof of purchase, please list why

Remove Request

Made with Scribe - https://scribehow.com


https://scribehow.com

12  Once you are finished, click "Submit"

Test Course (Ceramics 201)

<r Home
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Pheto or screenshot of receipt showing proof of purchase, poly access payment.
ERAonotment In some cases rental agreements may be accepted
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Drop files here to upload
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If no proof of purchase, please list why

‘ Remove Request

[ Request Additianal Alterative Format

[
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13 Repeat this process for any other course texts you may need
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Add New Alternative format Request 1 results
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Book
Test Course (Ceramics 201) - Fall Semester 2026
o Searchable PDF: for text-to-speech programs

123235345

August 21, 2026, B:45 am
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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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