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How To Schedule A Disability Resource 
Center Exam 

Learn how to navigate the Cal Poly Accommodate portal to schedule your exams with 
the Disability Resource Center. This guide walks you through selecting your course, 
location, and specific testing accommodations to ensure your request is submitted 
correctly. 

1 Navigate to https://calpoly-accommodate.symplicity.com 
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2 Click "Testing Room." If this option is not available, ensure that you have been 
approved for testing 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. 

3 Click New Booking Request 
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4 Select your course from the dropdown menu 

5 If your instructor has already uploaded the associated form for your exam, an 
Exam field will appear. Select the exam from the dropdown menu 
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6 If needed, click "Add Optional Filters" 

7 Optional filters allow you to filter your request based on location 
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8 You can also filter based on accommodations needed 

9 The Override Course Length option allows you to change the length of your 
booking 
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10 By default, you will be booked for the length of your course plus any additional 
time based on your accommodation. If you know your test or quiz is not the full 
length of the course, you can indicate the actual length here 

11 Once you have completed any desired filters, click "Next Step" 
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12 Select the date of the exam 

13 You will see the exam slots available sorted by location. Click on a location to 
expand the options 
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14 Select "Request" next to the time slot you are requesting 

15 If you did not filter on accommodations needed in the first step, you will see any 
accommodations not available in the slot you have selected 
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16 Enter the title of the Exam as well as any other notes 

17 When you are finished, click "Submit Request" 
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18 You will receive an email notification acknowledging your request, as well as 
another email once it has been approved. At any time, you can view your request 
in the Testing Room tab 

19 If needed, select the three dot menu to Cancel a request 
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