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Accommodate Student User Instructions  
Washburn University and Washburn Technical Institute 

 
Washburn University has implemented a new accommodation management platform called Accommodate. Your Accommodate portal will house 
important information about your accommodations. Please follow the step-by-step instructions below to access and navigate your Accommodate 
portal.  
 
Log-in to Accommodate here: [https://washburn-accommodate.symplicity.com] and select “Student” 
 

 

 

mailto:accommodations@washburn.edu
mailto:accommodations@washburn.edu
https://washburn-accommodate.symplicity.com/


Washburn University   Washburn Institute of Technology 
1700 SW College Ave. | Morgan Hall 105   5724 SW Huntoon St. |Bldg A Center 
Phone: 785-670-1622   Phone: 785-670-3364 
Email: accommodations@washburn.edu   Email: accommodations@washburn.edu  
 

After you log-in you will arrive in the “Home” screen. 
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To view your accommodation letters select Accommodation > Accommodation Letters. Select the letter that you wish to view. You should see 
notices that your accommodation letters were delivered to your faculty members for each semester.  
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Once the letter is open, you have the option to print or generate a PDF of the accommodation letter. You should see listed all approved 
accommodations that were sent to your faculty to acknowledge they received. Reminder, accommodations are in place as soon as this letter is 
delivered to your portal.  
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To add or remove any accommodations requested for the current semester select “Supplemental Request > Add New. Fill out the form 
completely to submit your request.  
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To make a new semester request for accommodations select Semester Request within the Accommodations screen, select Add New. 
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Selecting Add New will generate a message in blue that states “You have been approved for:” with your accommodations listed. Next, you’ll 
select the semester you wish to request accommodations for. Once the semester has been selected that will generate two options on the right-
hand side 1. Submit for all accommodations or 2. Review the renewal. 
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If you select Submit All a message will populate in blue that states, “Semester Request for all accommodations with all courses is completed.” 
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If you select Review the renewal you will be able to review or add new accommodations to submit for approval. 
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To schedule a testing room for a distraction reduced environment in the UDI office you’ll go to the Testing Room tab. In this screen you’ll see 
any scheduled tests or any pending tests that have been request. To schedule a new test, Select New Booking Request.   
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Select the course you wish to schedule a testing room for and scroll down to Check Availability. You should see then on the right-hand side a list 
of dates and times available to request a distraction reduced room in the UDI office. Choose the date and time you need, and a pop-up window 
will appear with the information that you need to fill out and select Submit Request. 
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You should then notice you have a Pending Booking Request for your exam. You will receive a confirmation email from the UDI office once your 
exam date/time has been approved. The booking request will then move from Pending to Approved on this screen. If you need to cancel any 
request, you’ll select the 3 grey dots on the right hand side of the appointment>cancel>confirm at the top of your screen, your appointment will 
be cancelled.  
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 To make an appointment with the accommodations staff, select Appointment > Request New Appointment. Next select the date/times needing 
the appointment and scroll down to Check Availability.  
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Availability will then populate on the right-hand side of your screen. Select the date/time needed and fill in the information in the pop-up 
window. Once completed select Submit Request. You will then see an appointment scheduled under Approved Appointments with details. If 
you wish to cancel or reschedule your appointment select the 3 grey dotes on the right-hand side.  
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Finally, to check out Resources select Resources >Resource Library. The resources tab holds any documents for accommodations or helpful 
campus/community resources for individuals with disabilities.  
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For questions or troubleshooting please contact the campus you are associated with: 

Washburn University           Washburn Institute of Technology   

Office of Diversity and Inclusion         Student Accommodation Services 

1700 SW College Ave. | Morgan Hall 105        5724 SW Huntoon St. | Bldg A Center  

Phone: 785-670-1622           Phone: 785-670-3364 

Email: accommodations@washburn.edu         Email: accommodations@washburn.edu  

 

For questions regarding the interactive process, or individualized training on the new accommodations software, please reach out to: 

Heather Center  

Assistant Director for Student Accommodations 

Phone: 785-670-1627 

Email: heather.center@washburn.edu  

 

If you as the student have any announcements that they wish to submit for the Student Portal for advertisement please email them to 
accommodations@washburn.edu  
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