
TEST BOOKING APPROVAL 

1. Upon submission of a test request by a student, an email is sent to the faculty in charge 

of the course as shown in the images below 

 

 

 

2. Upon receipt of the email, open your web browser and enter the link https://gvsu-

accommodate.symplicity.com/ 

3. Select faculty in the options displayed 

https://gvsu-accommodate.symplicity.com/
https://gvsu-accommodate.symplicity.com/


 

4. Login using your banner credentials: username and password 

 

 



 

There are two methods to approve a test request after logging into the system. 

METHOD 1 

The steps are as follows: 

1. On the home page, students test request that needs to be approved are visible under 

the heading “test room booking to review” as shown in the image below. Please note that 

the test request will be grouped by course. Expand the course to view student’ request. 

 

2. Click review for each test request to be approved/denied. 



 

3. On the pop-up screen, select the decision on the test request submitted 

(approved/denied). Based on the decision, different fields will be displayed. Some of 

which include exam delivery method, exam return method and professor phone number. 

 



4. Click on the upload button if the exam delivery method selected for the test request is 

“upload in accommodate”. We recommend uploading the exam before reviewing the test 

request. This is because any changes made to the test request will be discarded once 

the upload button is selected. 

 

 

 

 

5. Fill out the “add new exam page” by providing the title of the exam (for example midterm 

exam), indicate if it is a final exam, upload the file attachment and select the start and 

end date for the exam. The start and end dates are used by Accommodate to link the 

exam with test requests of different students scheduled to take your exam within the 



time frame you set. This would prevent you from uploading the same exam multiple 

times for different students. Click save. 

 

 



6. Click return to home 

 

7. Reopen the student test request and fill out the necessary information. Also review the 

length and student request resources field. Please note that the exam should be added 

to the test request as shown below. Click save. 



 

8. Once the changes have been saved, a success message will be displayed on the 

screen. Click return to home.  

9. On the home screen, the student’s test request will be displayed with the status of the 

request as shown below 

 

 



METHOD 2 

 

1. On the home page, in the navigation pane to the left, click on “Course and Test Request” 

 

2. The list of all courses being taught is visible on the course catalog page as shown in the 

image below 

 



3. Click on the course title to view details of the course. Click the “test request” subtab 

within the course to view all student requests. 

 

4. The “Not Yet Scheduled” subtab shows all pending requests from students. Click each 

student’s name to view details of the request  

 

5. Review the information entered by the student  



6. Click on “Upload New Exam” to attach the test questions to the request or select the 

question from the drop down if the exam has been previously attached. 

 

7. Fill the “Upload New Exam” with the required information: title, description, start and end 

date of the exam, upload the file, and click submit request. The start and end date fields 

are used to link the uploaded exam with test requests of other students taking their exam 

within the specified duration. 



 

 



 

8. Add additional information for SAR staff and answer all the questions related to the test 

request. 

 

9. Upon approval or denial of the testing appointment, both the student and SAR are 

notified. 

 

For any inquiries, kindly send an email to accesstest@gvsu.edu 


