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Welcome to Accommodate, the online software program that the Office of Disability 
Services for Students (ODSS) at Lock Haven University (LHU) uses to provide service to 
students registered with our office. 

 

We want your experience with Accommodate to be positive. To facilitate that, we have 
developed this guide to assist you with performing the essential tasks involved with 
providing accommodations for those students in your classes who utilize our services. We 
hope that you find it helpful. 

 
ODSS is pleased to offer assistance to all faculty members at Lock Haven University 
with the use of Accommodate. We are available for: 

• Individual meetings with faculty members in their office space or in our office, 
upon request; 

• Presentations at Department or College meetings, upon request. 
 

In addition, please know that to provide ease to faculty with student accommodations, ODSS 
is doing the following: 

• Upon approval of accommodations, we send a copy of each student’s approved 
Letter of Accommodation (LOA) to faculty in whose courses they are registered. 

• At the start of each semester, faculty will also be able to view a course list 
in Accommodate to verify which students have approved LOAs. This list 
includes notations for each student with approved classroom-based 
accommodations. 

• We request/recommend that all students contact each of their faculty members to 
alert faculty about which approved accommodations the student will use, although it 
is not required. 

• If a student registers for accommodations mid-semester, we can send an email to 
notify faculty of the newly registered student with accommodations, per student 
request. Yet, due to our strong encouragement of self-advocacy to every student 
who registers with ODSS, we urge the student to communicate this information. 
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How to Log in to Accommodate 
1. Log in to D2L (Desire 2 Learn) from the Inside the Haven tab on the lockhaven.edu 

webpage. 
2. From the home screen, in the top left corner, click on the University Resources drop-

down, and then click on Accommodate. 
3. Select the box on the next screen that says Faculty. 
4. Type in your LHU email and password, and click Submit. 
5. You are now logged in to Accommodate. 

 

How to Access Accommodations in the Course List 
1. Log in to Accommodate using the How to Log in to Accommodate instructions. 
2. Click on the Courses tab in the sidebar and then click the Course Catalog tab at the 

top of the page. 
3. From the Semester dropdown menu, select the current semester and then click on 

the Apply Search button. The page will reload and you will see all of the courses 
you are scheduled to teach in that semester. 

4. To view accommodations, click on the title of the course and then click the 
Enrolled Students tab at the top of the page. 

5. If a student has accommodations, they will be listed under the student’s name next to 
Accommodations. 

6. Click on the Return to list (Course) at the top of your screen to return to your course 
list and view accommodations in other courses. 

 

How to View/Sign (if requested) Student Accommodation Letters 
1. Log in to Accommodate using the How to Log in to Accommodate instructions. 
2. Click on the Accommodation Letters tab in the sidebar. 
3. To view the accommodation letter, click on the title of the letter. 
4. If your signature has been requested, you will see “requested” beside the title. 

Read the contents, and then if you agree that the listed accommodations are 
reasonable for your course, scroll to the bottom, electronically sign the letter, 
and click save. You may print or download the letter if needed. 

5. Click on the Cancel button to return to your home screen/menu view.  

 

How to Access Faculty Resources 
1. Log in to Accommodate using the How to Log in to Accommodate instructions. 
2. Click on the Resources tab in the sidebar. 
3. To view a particular resource, click on the title of the document to view its contents. 
4. You can also access faculty resources on the ODSS website under the Faculty 

Information tab (coming soon). 
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How to Add Accommodate to the Home Screen of your Mobile Device 
1. Access Accommodate on your mobile device using the How to Log in to Accommodate 

instructions. 
2. Once accessed, click on your mobile device’s Action Button to add Accommodate to 

your home screen. For example, if you have an iPhone, the little square button with 
the upward-pointing arrow at the bottom center of the screen is the action button. 
Press this button followed by scrolling through and selecting Add to Home Screen 
from the available options. 

You can now access Accommodate like an app from your mobile device. 
 

  Test Room Bookings and Exam Uploads in Accommodate 
ODSS is excited to announce that test room booking and exam upload features are 

available in Accommodate. Test Room Bookings will streamline the process when 

students schedule a proctored exam in the ODSS Accommodated Testing Area. You will 

receive an automatic notification when a student books an exam with ODSS. Exam 

Uploads will allow you to upload exams for your courses directly in Accommodate for 

ODSS to access, download, and print for the student taking the exam in our office, in 

preparation for their scheduled exam time. 

 

How to Upload an Exam for a Test Room Booking: 

1. Log in to Accommodate using the How to Log in to Accommodate instructions. 
2. Click on the Courses tab in the sidebar and then click the Course Catalog tab at the 

top of the page. 
3. From the Semester dropdown menu, select the current semester and then click on 

the Apply Search button. The page will reload and you will see all of the courses 
you are scheduled to teach in that semester. 

4. Click the course title hyperlink to enter that particular course information. 
5. You can upload an exam in two ways: by clicking Room Bookings, or by clicking 

Exam. 
 

• Room Bookings: If you click the Room Bookings tab at the top of the page, 
this allows you to complete the information for a specific student’s exam 
appointment.  

• Select to see either Pending or Approved bookings by clicking on 
the second row of tabs. Select the Approved tab. 

• The student’s name will appear if they have an approved room 
booking. Click on the student’s name. 

• Follow the prompts to Upload New Exam, as well as fill in the 
requested information, (exam instructions, exam format, length 
of time given to class without accommodations, and your 
approval of the date/time). 
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• Exam: If you click the Exam tab, this functions as an exam repository, and 
allows you to upload one exam or multiple exams for that course, or 
multiple documents needed for one exam (e.g., a scantron). Note: If you 
upload multiple documents for one exam, please be sure to title them so 
that we know they all go together. (Example: Exam 1, Exam 1 scantron, 
Exam 1 map.) 

• You can choose to upload all of your exams for the semester, if 
you wish. 

• You can choose to allow ODSS to use the same exam for all 
students taking an exam for that course. To do so, select the yes 
button beside Apply to All Records. 

• If you upload exams in this Exam tab, you can then select it from a 
drop-down menu in the Room Bookings tab, instead of having to 
upload a new exam there. 

 

FAQs about Test Room Booking: 
Q: What if a student tells me they want to take my exam in the ODSS Testing Area, but I 

haven’t received an email from ODSS? 

A: Please instruct the student to be sure they book their exam room online through 

Accommodate at least 36 hours before the exam date. Accommodate log-in is the same for 

students as for faculty (through D2L using LHU email credentials).  

Note: The system defaults to permit students to schedule exams up to 36-hours before the 

exam time. If it is less than 36 hours, the student must contact ODSS to schedule manually 

by emailing Disability_Services@lockhaven.edu, or calling 570-484-2665, or coming to the 

main ODSS office in 114 Ulmer. If they say they are having difficulty using Accommodate, 

please instruct them to contact ODSS for training/instruction. 

 

Q: What if I have received an accommodation letter for a student, and I am planning to 

give an exam/quiz but I have not received notification from ODSS, or the student, that 

they have made accommodated exam/test room booking arrangements? 

 

A: Please do not assume that a student must use accommodations. Students have the right 

to choose whether or not to use accommodations for individual exams, or for particular 

courses. Students may choose not to use their approved accommodations. However, 

accommodations are not retroactive; if the student chooses not to use accommodations for 

an exam, it is not required that faculty make an adjustment after the fact; it is your 

discretion.  

 

If students choose to use exam accommodations, LHU requires that they must schedule 

either with ODSS (Test Room Booking) or with the faculty member to arrange for their 

accommodated exam to be administered. Faculty are welcome and encouraged to proctor 

mailto:Disability_Services@lockhaven.edu
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exams for their own classes, but if you do so, it is required that faculty provide the 

approved accommodations (i.e., extended time, distraction-reduced environment).  

 

Note: Exams can be uploaded to Accommodate’s Exam Repository (Exam tab) any time, in 

anticipation of test room booking requests. 

 

Q: Who has access to view/print exams in Accommodate?  

 

A: Only the ODSS Faculty Director and the Administrative Assistant have access to this area 

of Accommodate. Student proctors who work in the ODSS office only have capability in 

Accommodate to check in students ready to test, and view the list of students scheduled to 

test that day.  

 

*Please note that all ODSS student proctors have signed confidentiality agreements, FERPA 

confidentiality notices, and receive training each semester on ODSS exam handling 

policies/procedures. They are not to handle exams for classes in which they are enrolled. 

They have also been instructed to immediately contact the ODSS Director/Admin. Assistant 

if there are any questions or issues with exam administration, or exam delivery. 

 

Q: Does ODSS have the ability to create/provide Scantrons? 

 

A: No, we are not able to do so because faculty for each course create them and assign 

students unique barcode identifiers. Please create your scantrons, and either upload them 

to Accommodate with your exam (Exam tab), or scan/email them to us at 

disability_services@lockhaven.edu. 

 

mailto:disability_services@lockhaven.edu
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