July 2025
How to Schedule your Tests in Accommodate
In-person and Online Tests
Turning on Accessibility Mode for Screen Readers Users
1. Log into Accommodate using your Cascadia student email and password.
1. Tab to “User Menu button”. Press Enter.
1. [bookmark: _GoBack]Tab to “Accessibility Mode” option, press Enter.
1. Press Enter on “OK” button.
How to Schedule your Tests
In order to use your testing accommodations, you must have requested your Letter of Accommodation (LOA) for the quarter. If you did not request your LOA you will NOT be able to proceed with scheduling your tests.

Important: 
· At the earliest, you can begin scheduling your tests starting on the first day of a quarter. 
· At minimum, you must schedule your test 72 hours prior to the test’s date. If you try to schedule a test under the 72-hour limit, you will not be able to proceed. Please email SAS at accessibility@cascadia.edu. 
· Make sure your test date & length is accurate. SAS and faculty will approve or deny the request.
· Online Remote tests: For tests that are online and remote, you will still need to follow the below instructions if you need your extended testing time accommodation (if applicable). Once you schedule your online exam, and after SAS has approved your request, your faculty will be notified to adjust your test time to double. In order for Accommodate to process your request and notify SAS and your faculty, you will still need to select a day and time even if your test can be taken any time within a given timeframe. 


1. Log into Accommodate using your Cascadia student email and password
2. Select the Testing Room option on the left side panel

[image: ]
3. Select the New Book Request button
[image: ]


4. Choose your course from the Course drop-down section
[image: ]
5. Add Optional Filters. In this section, you can choose the building (Kodiak Corner or Online Remote Tests Only), Override Course Length, and your testing accommodations you want to use.
[image: ]
Please note: Override Course Length Yes/No option: Accommodate will automatically default to the whole class time for the exam (and double that for students with extended testing time; most classes are 2 hours & 5 minutes). Short exams and quizzes will likely need an Override Course Length.
· If the class gets the whole class time to take the test, select the NO option. If the class does NOT get the whole class time for the test, select YES (This is common for quizzes and short exams in which the whole class time is not used)
·  If you select yes, please input the time that the class gets in minutes for the exams or quiz; Accommodate will double that for students with extra time. 
[image: ]
In the Accommodation section, all of your testing accommodations are already selected by default. If you do not need to use a specific testing accommodation, simply uncheck the box next the accommodation you do not want to use.
[image: ]
6. In the Select a Date section, select the date of the test. (Please note: schedule your test the same day that the class is taking it. If you must take the test on a different date than is assigned, notify your faculty and the SAS office).
[image: ]
7. [bookmark: _Hlk103697153][bookmark: _Hlk103697121]In the Select a Space section, select the appropriate space for your test. If your test is remote and online, select the Online Remote Tests Only option. If your test is on campus in-person, select the Kodiak Corner (SAS) option.
[image: ]
Once a space is selected, testing times will be shown. Select the time that you want to start the test by selecting the Request button on the right-hand side.
[image: ]
8. In the new pop-up window, please double-check the following information for accuracy:
· Testing Room 
· Course
· Date
· Testing Time
· Testing Length (includes extended time if you have that accommodation)
· End Time
· Is this an online test: select No or Yes
· Accommodations Needed 
· In put any short notes that are relevant to the test
[image: ]
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9. [bookmark: _Hlk103698524]Select the Submit Request button on the bottom
[image: ]

It will now appear in the Pending Booking Request section (next to the Approved Booking Request). Once you have submitted the test room booking request, SAS and your faculty will need to approve it. 

If applicable, if your test is online and remote your faculty will be notified to adjust your test time to double.

[image: ]
Notes:
· When scheduling, the default length of the test is going to be the length of the class (double that for students with extra time). If you are scheduling a test, such as a short quiz or an exam that is not given the whole class time, you will need to use Override Course Length and select the time in which the class gets for the test (for students with double-time, Accommodate will double it automatically).
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2. Select a Date
Need to update the dates? Head back to step 1 filters to make changes.
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3. Select a Space
Looking for better options? Use the filters in Step 1 and 2 to narrow your search.

> Online Remote Tests Only

> Kodiak Corner (SAS)




image9.png
(] \l} SAS Accommodation System: St X [Jll] Alternative Testing Rooms x  + — fu] X

< C M (%) https://cascadia-accommodate.symplicity.com/students/#/ A 7y

il D Lo

@ Myfiles - OneDrive I Bookings - Walters,.. @) [l SAS Accommodatio... (& Time Duration Cale.. £J ASL & ctclink-SignIn £ Accommodate £ Math 4% State of Washingto...

Canvas B lofi hip hop radio... @ chatGPT >

a
7 mm
Looking for better options? Use the filters in Step 1 and 2 to narrow your search.
€+ Home
B Accommodation > Online Remote Tests Only 41 Times Available
[ Documents V' Kodiak Corner (SAS) 36 Times Available
O Re
L) GE=TeD SAS Testing Center (9am - 5pm)
Request
(2 Surveys 9:00 am | 60 mins
[ Testing Room
4 Calendar SAS Testing Center (9am - 5pm) Request
9:10 am | 60 mins
@ Profile
SAS Testing Center (9am - 5pm)
Request
9:15am | 60 mins
SAS Testing Center (9am - 5pm)
Request
9:30 am | 60 mins
SAS Testing Center (9am - 5pm)
Request
9:45am | 60 mins
SAS Testing Center (9am - 5pm)
o - Request | ¥
Ser Privacy Policy | Terms of Use
v

9:04 AM
7/9/2025

Send / Receive

B lgnore

e
S Clean Up+
New New
Email ltems~ &5 Junk~
New
» Favorites

4fwalters@cascadia.ed

 Inbox.
Drats 5]
Sent tems

b Deleted Items
Junk Email

b Conversation His

Accommodste
ASL Example
EXAMPLES
Important
Outbox

Resources

RSS Subs

ptions
 Search Folders

» Groups

Student Accessibility
Inbox
Drafts
Sent tems
Deleted tems

 Conversation His

 Disabiliies
Junk Email
Outbox

» Running Start

» Academic Advising

xX=

PageSof7  827words 4718 characters % W3 Display Settings B

e A O e e e e e

Q ﬂ:(_‘ =3 ::Meetms €3 To Manager 7 Team Email

We® 3O

Delete Archive | Reply Reply Forward 2 ¥/ Dore % Reply aDeete Move Rules OneNote Assign Unread/ Cate Foll
e A | Ry Ry Farar ove e Orete | Asian Unread Catsgoice Fallow
i Buoe- [ Croenen - ! il i

heduling Te: ommodate (online and in-p

b= Gmm lomn BEews Oom By G onvi OO A ) ri et

Segoe Ul
B I U

ry

AaBbCc |AaBbCc| AaBbC( &

L3

a0 X, X

B i os T Editing Creste reate PDF an
¢ B-F-h-ma KX oEe fl g [ Momsl [Nosme Heing) 5 N CURE, (RSN, e
Glpboard = Font 5 Paragraph 5 styies 5 Adobe Acrobat
R RS RS F R FEE TR SRR SRS S
., Alt Text
7 2 = 2 s » »
» » ) o

How would you describe
context to someone who s biind?

7. In the Select a Space section, select the appropriate space for your test. If your test is
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3. Select a Space
Looking for better options? Use the filters in Step 1 and 2 to narrow your search.
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Once a space is selected, testing times will be shown. Select the time that you want to start the
test by selecting the Request button on the right-hand side.

8. Select the Check Availability option. On the right side, options will be displayed by the
day, date, and time. Select one of the options. A new window will appear.
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