TOWSON Office of Accessibility and
UNIVERSITY. Disability Services

Submitting a Semester Request

You must complete this process each semester that you plan to utilize your accommodations.

1. Start by logging into Accommodate with your Towson credentials (https://towson-
accommodate.symplicity.com/students) then select ‘Student.’

2. You will then choose ‘Accommodation’ in the left navigation menu, and then select ‘Semester Request
3. Choose the ‘Add New’ button, shown below, and your approved accommodations will show up at the top.

4. Next, choose the semester for which the request is being submitted. Your courses will populate on the right
side. Your approved accommodations will also be visible in the blue help box.

5. From here you have two choices

a. ‘Review the renewal’ This option is REQUIRED for students with note taking assistance, interpreting,
and/or transcriptions services and allows you to select which courses you are requesting specific
accommodations. All students may use this to specify in which courses they are requesting
accommodations.

b. ‘Submit for all Accommodations’' When you choose this option, you are requesting all of your
accommodations for all of your courses and this will finalize your request

6. Once you have submitted the request, your ADS Specialist will be notified and then your letter of
accommodation will be sent within the next business day.

Below are instructions with screenshots.
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1.

2.

Start by logging into Accommodate with your Towson credentials ( (https:/towson-
accommodate.symplicity.com/students) then select ‘Student.’

What type of user are you?

Student Faculty

You will then choose ‘Accommodations’ in the left navigation menu, and then select ‘Semester Request.’
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3. Choose the ‘Add New’ button, shown below, and your approved accommodations will show up at the top.
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4. Next, choose the semester for which the request is being submitted. Your courses will populate on the right
side. Your approved accommodations will also be visible in the blue help box.
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5. From here you have two choices:

a. ‘Review the renewal’ This option is REQUIRED for students with note taking assistance, interpreting,
and/or transcriptions services and allows you to select which courses you are requesting specific
accommodations. All students may use this to specify in which courses they are requesting
accommodations.

b. ‘Submit for all Accommodations’ When you choose this option, you are requesting all of your
accommodations for all of your courses and this will finalize your request
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5. Once you have submitted the request, your ADS Specialist will be notified, and a letter of accommodation will
be sent to you within the next business day.
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