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If at any time you have questions or concerns regarding: 

 

  

 
  

  
  

  
   

• The Faculty Portal – please contact Ben Jones at
cdraccommodate@syr.edu, or by calling the front desk at (315) 443-4498

• Exams – please contact cdrexams@syr.edu, or by calling the exams desk 
at (315) 443-3606

• A student registered with our office – please contact either the Disability 
Access Coordinator listed on the student’s Accommodation Letter, or 
email CDRspecialist@syr.edu or call the front desk and ask to speak to the 
on-call access coordinator at (315) 443-4498

• The Center for Disability Resources in general – please contact the front 
desk at disabilityresources@syr.edu or (315) 443-4498 or visit our website 
at disabilityresources.syr.edu

mailto:odsaccommodate@syr.edu
mailto:examsods@syr.edu
mailto:disabilityservices@syr.edu
mailto:disabilityservices@syr.edu
mailto:CDRspecialist@syr.edu
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 Logging In 
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Log in through your MySlice.  Click the Disability Resources tile,  then  click the  Disability 
Faculty Portal  tile. 

*If you are  a TA and taking  classes,  or  if you have taken  a class  within the past  2  years, it
is  important that you  note when signing into to MySlice,  you sign in as Faculty and not
Student.

https://shibboleth-syr-accommodate.symplicity.com/sso/faculty


  

   

    
  

  
      

    
   

   
    

   

Resou•ces 

® MyAc..c.olint 

Getting Started 

.,, Accollnt Qfiiteo 

✓ oersona1 P,-cf,1e 

News Feed 

5l..lfrmer an:1 Fa11 Classes 

May 13, 2019 

As students have registered for Summer and Fatl Seme.--ter dasses, you should also notice these dasses 
fisted in your Coors.es/Exams tab. If you would like 1o only se~ your current classes, use Ule Semester 

frlter in your COllrses/Ex:ams tab. Afters.electing "Summer 2019" from the drop-down menu. click Apply 

Search to limit the classes bemg shown 

Welcome' 
January 9. 2019 

Welcome to the Office of DlsabHity Services facutty Resource Portal' This Portal JS de.signed to make 

your job of providing equal access to your courses for sttader.ts wfth d,sabflrties much more efficient. 

Within the Portal, you are able t o: 

V iew Ac.commodatioo Letters of students enrolled m your course(s) that.have opted to ha\le their letter 

sen! dir.£ctty to you 
Upload exams and proctonng instructions fOf ODS Testing staff 

Vlew alt stUOents ,.vho have signed to take up yCM.Jr exam(sJ wrth accommodations 
V iew aod evaluate the quality of peer notes for students who have this ac.commod-at,on ,n your 

course(s) 

ff you have questions or come upon an)' issues~ ptease contact Victoria Weber at 

odsaccommodate@syr edu or-315.443.4498. 
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Viewing  Accommodation  Letters 

When an accommodation letter is generated, you will  receive an email notification indicating 
you that you have a student with a disability in your course. You will be directed to  the 
Disability Faculty Portal to view  the  Accommodation Letter.  

These can be found under the Accommodation Letters tab. 

If a student has a current Accommodation Letter in one of your courses they will appear here. 
The student’s name along with the course in which they are enrolled will be listed. 

Next to the student name, a REQUESTED note will show. This is due to how the system sends 
letters and is NOT NECESSARY for you to sign the letters. Our center does not need signatures 
from professors for accommodation letters. However, you could use this to track which 
letters you have viewed when you have many students with accommodations enrolled in 
your course(s). 

As the semesters go on, this list will get longer. To view current semester accommodation 
letters, click the More Filters button, which will provide fields to search by semester 
and/or course. Click Apply Search when you have entered the information. 
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Keywords 
~ rcnes !1tlE 3nd descrio;Ion 

?Results 

Accommodation Letter l#IH1~11=·i 

8IO121-General Biology I SEC (MOOl) 

Semon May%, 20' ~ • 2.02 om 

Assignment Extensions W•\IA11=11i 

8IO121-General Biology I SEC (M001) 

Semon May 13. 2019, 129 p:n 

Accommodation Letter Eti•\1 1=--11=·■ 

8IO121-General Biology I SEC (M001 l 

~m or May · 3, ~o 9. 1-~a P'TI 

Ret\Kn to Accommodation Letters I Return to list (Accommodation Letters) ¢ 
Accessibility Letter sent at 2019-05-28 12:02:54 

WWW Print Letter 

• ind~tes a requirl!d field 

Send Notification 

Subject 

Accommodation Letter 

GeneratePOF E) 
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After clicking to view an accommodation letter (simply click the title of the letter), you can 
either click the Cancel button or the Return to list (Accommodation Letters) button at the top 
to return to the main listing of accommodation letters. 
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Test  Sign  Ups 
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Current Courses Past Courses 

Keywords 
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You can view details about students who have signed up for an exam by accessing the Courses 
/Exams tab and selecting the particular course. 

To return to the overall listing of your courses, you can click on the /Course/ at the top 
of your screen. 

Next, click on the Testing Sign Ups tab. 



   

    
   

    
   

to Course I Return to list (Course} ¢ 
8I0121-General Biology I SEC (MOOl ) 

Course Details Enrolled Students 

cancel 

Course 

Title 

8I0121-General Biology I SEC 

Instructors 

Code 

M001 

Description 

Exam Course Notes 

05/20/ 2019 - 06/27/2019 MTWR!OS/20/ 2019 -06/ 26/201 9 MW 

Days 

Monday, Tuesday. Wednesday, Thursday 

Semester 

SUmmer2019 
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You will see a list of students who have signed up to take your exams at CDR and the dates and 
times they have signed up to take them. Please note that these sign-ups will disappear from 
this page once the sign-up time has passed. You can click the More Filters button if you wish to 
only view students signed up for specific dates/ and or times. 

Approving  and Declining  Student  Test Sign-Ups 

You can select a student’s name to access more details regarding  their test sign up. To 
approve or decline  testing sign-ups, you can either  check  the individual check  boxes  next to 
their names,  or check the check box   next to the Batch Options  button  to select all sign-ups. 
Then, select  Batch Options  and  choose to  Approve  or Decline  the request(s). 



   

AAS232-African Amer Lit:20&21 Century DIS (M003) 

Course Details Enrolled Students Testing Sign Ups Exam Course Notes 

Approved Pending 

Keywords 

Apply Search More Filters 

1 Results 

®~ 
Authorized ODS Testing Space 

Date January 1 o, 2020 

TimeB:00am 

□ 

12] 

Batch Options 1 Results 1 selected 

Date January 10, 2020 

Time8:00am 
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Getting started 

letter~ 
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MY Account 

✓ Account crealed 
✓ Personal Prof11e 

News Feed 

Surrmer and F&I Ctasses 

May 13, 2019 

As students have registered for summer and Fall Semester classes. you should also notice these classes 
listed in your Courses/ Exams tab. If you would like to only see your current ciasses, use the Semester 
filter ln your Courses/ Exams tab. After selecting "Summer 201 g• from the dro1rdown menu, click Apply 
Search to llmitthe classes being shown. 

Course 

Cune.nl Courses Past Courses 

Keywords 

Semester 

V 

ititti Clear l,lore.Allers 

BI07 21-General Blology I SEC 

BI0121-General Biology I SEC 
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Uploading  Exams 

Exams can be uploaded through the Courses/Exams tab. 

Your current courses will be displayed. You should click the title of the course for which you 
want to upload your exam. 



   

    
 

   

   
 

to Course I Return to list(Course) ¢ 
8IO121 -General Biology I SEC (M001) 

Course Details Enrolled students Testing Sign Ups e Course Notes 

Cancel 

Course 

Title 

8I0121-General Biology I SEC 

Instructors 

Code 

M001 

Description 

05/20/ 2019 -06/27/2019 MTWRJOS/20/ 2019 -06/26/2019 M-N 

Days 

Monday, Tuesday, Wednesday, Thursday 

Semester 

SUmmer2019 
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To return to the overall listing of your courses, you can click on the Return to list (Course) 
button at the top of your screen. 

Next, click on the Exam tab: 

If you have uploaded exams, they will be displayed. To upload a new exam, click +Add New 
Exam/Materials. 
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Keywords 
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You will be asked to complete several questions: (see next page) 



 
   

  
   

     
 

  
   

 
    

 
     

 

   

EXAM 

C our·se 

Title 

T est L ength 

Attachments 

Start D ate 

End D ate 

Apply to all current student s ign-ups for this specinc 
course secoon 

Instructor N ames 

Contact Information for Instructor D uring Exam 

W hat typ e of quiz/test/exam is this? 

Approved Exam Material s 

EAR111 - Climate Change:Past&Pre, 

Exam 1 

105 

DOCUMENT INFORMATJON Ii 

D ocume nt T itle 

Exam 1.doc.x 

Fi le Name 

Exam 1_doc.x 

Size 

111 0945 

J uly 14_ 2022 

J uly 14_ 2022 

Yes 

Paper-based 

NOTHING ALLOWED 
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• Enter a title for the exam
• Indicate whether this is the Exam itself or Additional Materials for the exam (once

you select Exam, the additional questions will appear)
• Provide your contact information in case any questions arise during the exam
• Select the closest accurate  test length from  the drop down menu. If the length is  not 

listed, please select the closest length and contact  cdrexams@syr.edu
• Select the day(s) this exam may be administered. This could be either a range of

dates or a single day
• Check all approved exam materials.
• Enter any additionally approved exam materials in the open text box as necessary.

You may also add any special notes/instructions (such as Use For All Sections)
• Check “Yes” Hold for Pick Up if you would like to pick up the completedexam

yourself from our office in addition to the exam being uploaded to the Portal.
• Click on the Choose File button to select the exam or additional material for the

exam to upload

mailto:cdrexams@syr.edu


   

   

 
       

   
  

   
 

    
      

   
   

  

Return to Course Retllm to list (Exam) -<:::i 
[new record] 

Course Details Enrolled students Testing SiQn Ups Exam Course Notes 

iiM w+1+e Deete 

.. indicates a requtred field 

Exam Upload 
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If it is easier and more convenient for you to upload an exam with multiple files all in one 
upload, you can compress (zip) the file prior to uploading. Instructions for zipping files for 
Windows computers can be found here: https://support.microsoft.com/en-
us/help/14200/windows-compress-uncompress-zip-files. Zipping files on Mac computers are 
very similar to the process on Windows computers, and instructions can be found by typing 
“how to zip a file on a mac” into your internet search browser. 

To get out of the Exam Upload submission form, you can either click the  Cancel  button or click 
the  Return to list (Exam) button  at the  top of your screen.  

Click Submit when all information has been completed and uploaded as shown in the image above. 
To know if your exam material has been uploaded properly, you should take a look at the main 
Exam tab in your course. Your upload was successful if you see it listed and the last line of 
information says “<file>”, showing there is an attachment. If you would like to verify that your 
file will open correctly on our end, you can click <file> and open your attachment. 

Completed Exams: All completed exams will be uploaded to 
the Faculty Portal. 

1. Log into the Disability Faculty Portal via MySlice or https://shibboleth-syr-
accommodate.symplicity.com/sso/faculty

2. Use the Courses/Exams tab along the left navigator bar
3. Select the course you wish to view
4. Select the Testing Sign Ups tab and then the Approved sub-tab. There will be 

a list of students, most recent first, who have signed up to take your exam 
since the  beginning of the semester.

5. Under each student, there will be a Completed Exams notation. The 
completed exam is saved there.

IF YOU FIND THAT THERE IS NO COMPLETED EXAM ATTACHED, THAT MEANS 
THE STUDENT WAS A NO-SHOW.

https://support.microsoft.com/en-us/help/14200/windows-compress-uncompress-zip-files
https://support.microsoft.com/en-us/help/14200/windows-compress-uncompress-zip-files
https://accommodate.symplicity.com/sso/faculty
https://shibboleth-syr
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 Viewing Course Notes 
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May 13. 2019 

M. students have registered for Summer and Fall Semester classes, you should also notice these classes 

listed in your Courses/ Exams tab. If you would like to only see your current classes, use the Semester 

filter in your Courses/Exams tab. After selecting "Summer 2019" from the drop-down menu, click Apply 
Search to limit the classes being shown. 

Course 

Current Courses Past Courses 

Keywords 

S!cmester 

ma, Clear More FIiters 

BI0121-General Biology I SEC ~,, 

8I0121-General Biology I SEC 
.JG-0 

V 

From your home screen, click the Courses/Exams tab. 

Your current courses will be listed under Current Courses. Click on the course for which you want to 
view the course notes. 
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BI0121 -General Biology I SEC (M001) 

Course Details Enrolled students Tes ting Sign Ups 

Keywords 
&-ar:h~$ iltl~ana jescrJpti•Jr 

ewJ,,., More Filters 

1%b a 5ReS1Jhs 

Exam 3 Material 
For class, including chapters 28, 16 and 12. The content is toward e~ani 3 

S~52b 2<b 

Uoloac; ocy 

CreotE-(1 :ir Jo,,!: J~ 2019 1c·· 1 orn 

U,::da1eoor, . urc 04. 2019 

1,i1:ws N/A 
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Then click on the Course Notes tab. 

All uploaded notes for this course will be listed, along with the time they were uploaded and 
the name of the person who uploaded them. Views lists how many times each individual note 
document has been opened. Please note that if there are multiple students receiving these 
notes, that this number is a cumulative of all of these students’ views. To view the notes, click 
on Download PDF. 
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