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Submitting Testing Center Requests 

 
1. Start by logging into Towson’s Accommodate portal. 
2. Select “Student”. 
3. Choose “Testing Center Requests”. 
4. Click “New Booking Request”. 
5. Choose your course from the drop-down menu. 
6. In Date Range, enter the date of the exam in both boxes then click “Check Availability” at the 

bottom of the screen. 
7. You will see all the times available for that day. Select the time you are requesting to take the exam 

(typically the same time as the course). 
8. Next, to confirm your exam booking,  

a. Enter a name for the exam (ex. Exam 1). 
b. Indicate the standard time given to the class to complete the exam. 
c. Indicate if exam booking is during your normal class time. 
d. Select the accommodations you need. 
e. Indicate if you need a computer and purpose of it. 
f. Check ‘yes’ that you have shared your letter of accommodation with your professor. 

9. Click “submit request”. 
10. Once you submit the request, you will be able to view your requests as seen below under the 

Pending Booking Requests column. Once your professor approves the request, it will be under the 
Approved Booking Requests column. 
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1. Start by logging into Towson’s Accommodate portal.  
2. Then select “Student”. 

 
3. Choose “Testing Center Requests”. 

 

 
 

4. Click “New Booking Request”. 
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5. Choose your course from the drop-down menu. 
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6. In Date Range, enter the date of the exam in both boxes then click “Check Availability” at the bottom 
of the screen. (You can ignore the other fields.) 

 
 

 

 
  



 

 

Accessibility and Disability Services  Towson University - 8000 York Rd, Towson MD 21252 - 410-704-2162 - towson.edu/ads 

 
 
 

7. You will see all the times available for that day. Select the time you are requesting to take the exam 
(typically the same time as the course). 
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8. Next, to confirm your exam booking,  

a. Enter a name for the exam (ex. Exam 1). 
b. Indicate the standard time given to the class to complete the exam. 
c. Indicate if exam booking is during your normal class time. 
d. Select the accommodations you need. 
e. Indicate if you need a computer and purpose of it. 
f. Check ‘yes’ that you have shared your letter of accommodation with your professor. 

9. Click “submit request”. 
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10.  Once you submit the request, you will be able to view your requests as seen below under the 
Pending Booking Requests column. Once your professor approves the request, it will be under the 
Approved Booking Requests column. 

 
 

 


