
Accommodate​

Faculty Guide: How to Confirm Exam Details 

1.​Log into Accommodate. 

2.​On  your home page you will see if there are any test room 
requests to Review.  

3.​Click on the course and the students to review will show in 
the drop down menu.
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4.​Click on the Test Room booking you would like to Confirm 
Details for and scroll down to answer the questions. 

 

 
 

Select upload button to add exam and enter in details. 

Select Save. 

 



 

5.​The top of the page will say that your test room booking 
changes have been saved. 

6.​An alternate way is to select Courses & Exams, select 
specific course and then Requests/Completed Exams  

 

 

 

 



 
 

 

7.​Select the name of the student. 
 

 

 

 

 

 



 

 

8.​Review the Appointment Information.  The Appointment 
Length will reflect the length of your exam with the 
student’s extended time applied.  If this is inaccurate, 
please write a note under Exam Instructions. 

 

 

 

 



9.​Select ‘Yes’ under Faculty Confirmation once exam details 
are reviewed and correct. Select ‘No’ under Faculty 
Confirmation if exam details are not correct and please 
add corrections under Faculty Comments. 

  



10.​ Enter your exam information.  Please be as specific as 
possible to ensure accurate delivery of your exam.  Please 
upload your exam at this time. 

 

11.​ If you noted the appointment length was inaccurate 
based on the student provided information, please specify 
the correct exam length for ASA to make an adjustment. 
This will be how long the class receives to take the exam, 
before extended time is applied. 

 

 

12.​ Check off all materials that will be allowed during the 
exam and specify a preferred method of contact.  Please 
note the date/time of the appointment and designate a 
way we will be able to contact you during that period.  This 
will allow students to ask questions or address concerns. 

 

 

13.​ Select how you would like the exam returned to you, as 
well as any extra notes you would like us to know. 



 

 

14.​ If the exam instructions apply to all existing approved or 
pending exam requests for this course with a test date in 
between the exam start and end date, click ‘Yes’. 

 

15.​ Click “Submit.” 

 

**Stuck on the wrong screen? You can always click back to 
home to return back to the starting screen.  

 

 

If you have any questions, please contact SASoffice@naz.edu or 
585-389-2875. 
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Accommodate:   

Adding exam instructions to multiple courses  
 

Do you have 2 or more courses that you would like to submit 
the same exam/instructions for? 

 

Click on the Add Exam Instructions icon on the right hand side 
of your home page and follow the prompts. You can now select 
more than one course through this option.  

 

 

 

 

 

 

 
 


