
ACCOMMODATE: 
How to submit a test 
room booking 
request



Testing Accommodations 

-It is the student’s responsibility to make arrangements for extended time and other 

testing accommodations.

-Arrangements should be made 1 week in advance of an assessment, but no less 

than 3 days in advance. 

-Students with 50% extended time only are encouraged to work with their 

professors for proctoring arrangements, due to the limited space in SAS. 

-The ACCOMMODATE system will not permit students to submit late test room 

booking requests (less than 72 hours notice). You must contact SAS by email if you 

should find yourself in this situation. Every effort will be made to accommodate late 

exam accommodations requests but cannot be guaranteed. 



Step 1: Log into Accommodate with your F&M 
Username and Password

Image: Accommodate Home Screen after log in

https://fandm-accommodate.symplicity.com


Step 2: Select “Testing Room” tab 

Left Image: ACCOMMODATE menu

Right Image: New screen after selecting “Testing Room” 

tab 



Step 3: Select blue “New Booking Request” to 
access your courses

Left Image: “New Booking Request” 

button

Right Image: New screen after selecting 

“New Booking Request” button 



Step 4: Select the course for which you are scheduling 
a quiz/exam
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If the quiz/exam is less than the full class time, choose 
“Override Course Length” and select the length of the 
quiz.
Then choose a date and start time from the righthand 
list of options. Only SAS Office will be available - you will 
be assigned a computer or specific room by SAS. 
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Step 5: Confirm Exam Booking
The Confirm Exam Booking page will ask you to add details about the quiz/exam. It will 

automatically apply your extended time and your approved accommodations. Be sure 

to include any exam details to help speed up the approval/ confirmation process. 



After you enter “Submit Request” the exam will 
appear on your Testing Room page under the 
Pending Booking Request. That’s the end of your 
part!  



After your testing room booking request has 
been received, reviewed, and approved, the 
request will appear under the “Approved Booking 
Requests” section of the Testing Room page.


