
Accommodate Step-by-Step Guide: 
Semester Request & Schedule Exams 

 

At the beginning of each semester, students must a Semester Request to obtain the Professor Memo and 
enable the Exam Requests tab on Accommodate. 

1. Go to miami-accommodate.symplicity.com and select your user type: 
 

 
 

2. Sign in with your University of Miami Login ID: 

 



 
3. You will need to authenticate with the Microsoft Authenticator App: 

 

4. Semester Request 
a. If you see the Exam Requests tab, you have been semester activated and can skip to #9.  

b. If you do not see the Exam Requests tab, click on the drop-down list for Accommodation 
and then click on Semester Request

 



5. Click Add New. 

 

6. Select the current semester from the drop-down list,  
a. review the courses listed and  
b. click Submit For All Accommodations. 

 

 

7. Once submitted, ODS will approve the request within 72 hours, and you will receive your 
Professor Memo to your UM email. 

 



8. Exam Requests 
 

a. Once ODS has approved your semester request, you will see the Exam Requests tab. 

 

 

9. To schedule an exam, click New Exam Request from the Exam Requests tab. 

 
 



 
10. On Step 1, select the correct course + section from the drop-down list and click Next Step. 

 

11. On Step 2, select the date from the calendar option: 

Note:  

 ODS requires a minimum of 7 days advance notice when scheduling exams. 

The system will only show you dates with slots available. 

        



 

12. On Step 3, select from the time slots available and click Request. 

    

13. Enter the exam name (ex: Exam #3). The system will automatically calculate the length of the 
exam based on the class length.  

a. Click the “I agree” box and submit your exam request.  

                 



14. Students and professors will receive an email regarding your testing request and your pending 
exam request will appear on your Accommodate profile under Exam Requests on the left side 
under Pending Exam Requests. 

 

15.  Once your professor approves the exam in Accommodate, you will receive an email confirmation 
and your exam will move to the right side under Approved Exam Requests. 

 

16. If you need to cancel your exam request, you may do so by clicking on the three dots on the upper 
right corner and then click Cancel.  

 


