Submitting Faculty Exam Testing Scribe™
Agreements in Accommodate

This guide provides instructions for faculty members on how to finalize and submit
exam testing agreements for their students. Learn how to input necessary details and
upload files to ensure students receive their required academic accommodations.

1 Navigate to https://calpoly-accommodate.symplicity.com

{> Home

Z] Accommodation

Letters
5 @atees > Level Up: Disc Golf (Golf 301) 1 New Letter
2 Exams

%9 (p/Ass: Test Room Bookings to Review

> Geology Foundati... (Geo 301) 1 Booking, 0 Exams ’

News Feed

There are currently no announcements or notifications to display.
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2 Click "Geology Foundations: Gems and Crystals"

% CAL PoLy

{> Home
Letters to Review

5] Accommodation
Letters

S Cotrses > Level Up: Disc Golf (Golf 301)

[

Exams

& My Account Test Room Bookings to Review

V| CH

Add New Exam

1 New Letter

> Geolcgy Foundati... (Geo 301)

1 Booking, 0 Exams ’

News Feed

There are currently no announcements or notifications to display.

Privacy Policy | Terms of Use

Student Test Room Bookings will appear on your homepage grouped by course
section. Click "Review" to view details of a student's booking

{> Home
Letters to Review

(=) Accommodation
Letters

SNCor o > Level Up: Disc Golf (Golf 301)

2 Exams

) (e Test Room Bookings to Review

Add New Exam

1 New Letter

v Geology Foundati... (Geo 301)

1 Booking, 0 Exams

Cora Barragan
July 31,2026 1:00 PM

v Exams

Manage attachments for the following exams

News Feed

Review ] X

Add Exam

There are currently no announcements or notifications to display.
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4  Booking details will include the requested testing date and time.

Cora Barragan

* indicates a required field

Alternative Testing Room Booking

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

Cora Barragan

Testing Room

DRC BLDG 124: Check-in RM 111, Testing RM 113

Testing Date
Jul 31,2026

Testing Time

01:00 pm

Length
In Minutes
60

Coliree

5  Click "Add New Exam" to complete the Alternative Testing Agreement

= @ CaL Pory 7 cH
£ Home ) 7\
Letters to Review Add New Exan
(5] Accommodation
Letters '
) Gy > Level Up: Disc Golf (Golf 301) 1 New Letter
) Exams
) (yLee Test Room Bookings to Review
v Geology Foundati... (Geo 301) 1 Booking, 0 Exams

Cora Barragan 54
July 31,2026 1:00 PM

v Exams Add Exam

Manage attachments for the following exams

News Feed
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6  Select all applicable course sections for the agreement.

Add New Exam

* indicates a required field
Exam

Courses *

[select] ( \ v Clear

Geology Foundations: Gems and Crystals (Geo SOM

Exam Title *

Exam Start Date *

| yyyy-mm-dd | (=] H O ‘

7 Complete the form, including the date range during which the exam can be taken
by the student.

= _
Geology Foundations: Gems and Crystals (Geo 301)

Exam Title *

Exam 1|

Exam Start Date *
oy
yyyy-mm-dd {' =) ‘3

Exam End Date *
If exam must be taken on a certain day, this can reflect the same as the start date

yyyy-mm-dd | &) || O

Time
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Complete additional exam information. Add additional comments for staff review
as needed

u nNuULwco \OIII\_.‘IC Ul UUUIT JIucuU, S1Lc Ui |JCI|JCI, " Ul FGHCD, IJIUIE'."OQUI i
student provided) Please comment below if you would like notes
returned with the test (Additional Comment Required)

() Open book (may be hardcopy or electronic version) Specify in comments
below (Additional Comment Required)

(] Dictionary (hardcopy or electronic) (Additional Comment Required)
() Other (Additional Comment Required)

Additional Comment

_g—

Select any technical components of your exam if needed
NOTE: the DRC Testing Center has limited tech support). For video or audio
components, please indicate delivery method in the "Additional Note" section.

(") Respondus Lockdown Browser (must be preloaded by student onto their
personal laptop prior to exam)

1 Canvas (virtual format) (Additional Comment Reauired)

9 The exam itself can be attached to this form. The form can also be submitted and
edited later as needed

Attachments

...................................................................................

: Drop files here to upload
i Each file should be less than 1GB

Upioad FiIe\

-----------------------------------------------------------------------------------

Apply to all records
If select yes, exam will be added to all existing approved or pending requests for the
same course with a test date in between the exam start and end date.

® Yes O No
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10  Click "Submit Request"

Drop files here to upload
Each file should be less than 1GB

Upload File

added to all existing approved or pending requests for the
ate in between the exam start and end date.

Cancel Submit Request
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