
ACCESSIBILITY SERVICES STUDENT GUIDE 
accessibilityservices@cecil.edu | 443-674-1993 | Building A, 1st Floor, Room A104 

This is your Student Guide and it provides all the information you need to know how to manage your accommodations 
each semester. 

How to Access Accommodate 

Accessibility Services uses a web-based management system called Accommodate to manage your accommodations. 

Bookmark this link in your browser: https://cecil-accommodate.symplicity.com/ 

To log in, select the “student” option and then enter your Cecil College username and password when prompted. If you 

get an error, contact accessibilityservices@cecil.edu . 

You can use Accommodate to: 

• review your accommodations 

• request accommodation letters EVERY semester (semester requests) 

• request additional accommodations when needed (supplemental requests) 

Instructions to Set Up Accommodations Every Semester 

1. Complete a Semester Request 

You are responsible for renewing your accommodations every semester, including Summer. 

WHAT IS A SEMESTER REQUEST? 

• A semester request is how you give Accessibility Services permission to notify your professors of your 
accommodations; it is always your choice whether or not to use your accommodations. 

• It is also where you will specify which of your accommodations you will need for each class. If an 

accommodation does not apply (e.g., calculator for math would not apply to English), do not select the class. 

WHEN DO I NEED TO SUBMIT A SEMESTER REQUEST? 

• Every semester – you will receive reminder emails from accessibilityservices@cecil.edu to your chawk email. 

• When you add a class - If you add a class after you have submitted a semester request, you you need to 
submit another semester request for the new class. 

HOW DO I SUBMIT A SEMESTER REQUEST? 

Check out this Video Tutorial. Written instructions can also be found on the next page. 

To submit a semester request, follow these steps: 

1. Log into Accommodate with your Cecil College credentials 

2. Select "Accommodations" on the left side navigation 
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3. Select "Semester Request" 

4. Select “add new” 

5. Select the semester (Credit is for credit bearing classes, non-credit is for non-credit bearing classes, and there is a 
separate semester for freshman seminar or placement tests) – if you are enrolled in more than one “semester”, 
you will need to do multiple semester requests. 

6. Select "class adjustments" and carefully decide if you will need each accommodation for each class – uncheck 

any classes that you will not need a particular accommodation for. 

7. If an accommodation is not needed for ANY classes that semester, select "Remove 
Accommodation" - The accommodation will not be removed from your plan, it just won't be included on your 
letter for this semester. 

2. My Notification Letter Was Sent – Now What? 
• Communicate with each of your professors. There may be logistical things to work out to arrange 

accommodations in your classes, so you must check in with each instructor to determine if anything is 
needed and ensure you both understand the plan. 

• Send a quick email to each professor to say “I am writing to confirm that you have received and 
reviewed my accommodation letter, and to set up a time to discuss any arrangements that need to be 

made to set up my accommodations in your class.” 

3. Accommodations That Require Additional Set Up 

Please read through this section to identify those accommodations you are approved for. For each you will find 
information about your role in setting up those accommodations. 

Low Distraction Testing/Private Testing 

Here are instructions for scheduling exams in the Testing Center: (Located in the Academic Success Center – 
Building G, 310A) 

1. You must schedule each exam ahead of time with the Testing Center, or there may be a significant wait. 

2. Choose the appropriate link below: 

• For In Person testing at the Testing center, use this link: 
https://outlook.office365.com/owa/calendar/InPersonTesting@cecilcollege.onmicrosoft.com/ 

bookings/ 
• For Online Proctoring by the Testing Center, use this link 

https://outlook.office365.com/owa/calendar/CecilCollegeTestingCenter@cecilcollege.onmicro 
soft.com/bookings/ 
(For Online Proctoring, approval by your professor is required unless this is already part of your 
accommodation plan) 

3. Select the service that best fits the exam and your accommodations 

4. Select a date and time 

5. Add your details – Name, email, phone number 

6. Private Testing/Quiet Study Rooms: If you have an accommodation for Private Testing in the Quiet Study 

Room, or need to use the Quiet Study Room to take a test using certain 
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accommodations (Text to Speech/Screen Reader/JAWS, Speech to Text/Dragon, Scribe/Reader, Interpreter, 

etc.), you will need to email mort4924@cecil.edu, call (410) 287-1015, or visit G 310A to schedule the Quiet 
Study Room. 

Tips for Scheduling in the Testing Center: 

• If the date/time you want is full, you can email bmorton@cecil.edu. 

• Bring a valid photo ID to check into the testing center (G310A). If you are more than 15 minutes late, 

you may lose your seat. 
• Tell the proctor that you have approved accommodations with Accessibility Services. The manager, 

Barb Morton can look up your accommodations in Accommodate if verification is needed. 

For assistance with scheduling exams in the testing center, contact Barb Morton, Academic 

Success Center Coordinator: mort4924@cecil.edu | 410-287-1015 | Stop by G 310A 

TO ARRANGE INTERPRETING & TRANSCRIPTION/CAPTIONING 

• Request an appointment with the Coordinator of Accessibility Services by emailing 
accessibilityservices@cecil.edu 

• If you complete a Semester Request before meeting with Accessibility Services, you will receive an 
email requesting specific information needed to schedule the services needed. 

You must reply to the email as requested to set up these services. 

o Please note that if any of these services are needed for appointments outside of class (i.e., office 

hours, advising appointments, event attendance, etc.), you must email 

accessibilityservices@cecil.edu to request these services at least 5 days before the date the 

services are needed. 

TO ARRANGE A HUMAN SCRIBE OR READER 

• If you plan to need a Scribe or Reader for a particular class, you must indicate which classes you will need 

this accommodation for on your Semester Request. If a Scribe or Reader will not be needed for a 

particular class, be sure to remove the Scribe or Reader accommodation for that class. 

• Accessibility Services will email you to request specific information needed to schedule a Scribe/Reader. 

You must reply to the email as requested to set up these services. 

• Generally, taking a quiz or exam with a Scribe/Reader will require you to take exams in the Testing Center 
Quiet Study room - you will need to request the Quiet Study Room when scheduling your quiz/exam with 

the Testing Center (see instructions above). 

TO ARRANGE AN INTERMITTENT FLEX PLAN 

• Request an appointment with the Coordinator of Accessibility Services by emailing 
accessibilityservices@cecil.edu to discuss the anticipated need for flexibility 

• Whenever you have a disability related reason to request an extension or otherwise use your flex plan, 

you must email both accessibilityservices@cecil.edu and your professor to make the request. 
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TO ARRANGE NOTETAKING ASSISTANCE – GENIO 

• You must indicate which classes you will need this accommodation for on your Semester Request. If 
Genio will not be needed for a particular class, be sure to remove that class for this accommodation. 

• For new Genio accommodations, once your Genio User Agreement is completed you will receive an 
email from Genio with a link to sign up for the free full version. 

• You will also receive an email from Accessibility Services with resources for how to use Genio effectively. 
• Genio access expires at the end of each term and can be renewed for the next term by submitting a 

semester request. 

• You can use the same log in information you created every semester. 

TO ARRANGE NOTETAKING ASSISTANCE – LIVESCRIBE SMARTPEN 

• You must indicate which classes you will need this accommodation for on your Semester Request. If you 

will not need the SmartPen, be sure to remove the accommodation from your semester request. 

• SmartPens are available for check out each semester, and include the required notebook paper. 

• If this is your first time checking out a SmartPen and notebook, once you have completed the Equipment 
and Device Agreement during registration, you will you will receive an invitation to schedule an 
appointment via Accommodate for equipment pick up.  You will receive a tutorial at pick up. 

• Equipment is due at the end of each term and can be renewed for the next term by submitting a 

semester request. 

TO ARRANGE NOTETAKING ASSISTANCE – PEER NOTETAKER 

Request an appointment with the Assistant Director of Accessibility Services by emailing 
accessibilityservices@cecil.edu 

• If Peer Notetaker is indicated on your semester request before meeting with Accessibility Services,  

Accessibility Services will email you for needed information. 

• Once confirmed, a confidential email will be sent out to each student in the class(es) to recruit a 

notetaker. They can choose to do so voluntarily, or for a stipend. Once a notetaker is found, you will be 

notified. 

o Please be aware that the process for onboarding a new notetaker can take some time, so the 

earlier you do this the better. 

• If you choose to ask someone on your own, please inform accessibilityservices@cecil.edu 

TO ARRANGE ALTERNATIVE TEXTBOOK/MATERIALS FORMAT ACCOMMODATIONS 

• We will need to collaborate to get the format you need in time: 

o Email accessibilityservices@cecil.edu to tell us you have enrolled for the upcoming semester. o 

Accessibility Services will email all professors to determine book and materials formats planned. 

o If the format you need is not available, Accessibility Services will email you to discuss next steps for 
securing the format you need. 

• If you have this accommodation, we suggest asking the bookstore if you are better off opting out of “First 
Day Complete” with the B&N Bookstore. 

• If you choose to go it alone with securing textbooks, be sure to do the following before you purchase 
your books: 

o Call, email or visit the bookstore to ask if they have the format you need, (ie. 
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eBook/Digital) because it isn’t always evident in the search results. 

▪ Bookstore Phone Number: 410-287-5436 

▪ Bookstore Email: macruz@bncollege.com 

▪ Bookstore Location: Technology Center, Building D – 1st Floor 

o Also check on Amazon or elsewhere online to see if they have for format you need. 

o If the format you need is not available anywhere, you must complete the Alternative Textbook 

Format Request Form as soon as possible. 

4. Reflect – How are Accommodations Working? Need adjustments? 

Anytime you need to, you may request to add a new accommodation(s) to your plan by submitting a supplemental 
request via Accommodate. Be aware that the Coordinator of Accessibility Services will need to review your request 
and discuss the need for the additional accommodation with you before it can be approved. Submitting a 

supplemental request is not a guarantee that additional accommodations will be approved. 

INSTRUCTIONS FOR REQUESTING SUPPLEMENTAL ACCOMMODATIONS: 

• Log into Accommodate at https://cecil-accommodate.symplicity.com/with your Cecil College credentials. 

Email accessibilityservices@cecil.edu if you are unable to log in. 
• Select "Accommodation" in the left side navigation 
• Select "Supplemental" 
• Select "Add New" 
• Complete the form in as much detail as possible. If you know your request will require updated 

documentation, you may attach it as part of this form. 
• Select "Submit" 
• You will receive an email to your student account confirming your request was submitted, with 

information about next steps. 
• Once approved, you will need to do another Semester Request for any new approved accommodations. 

5. Need additional support or guidance from Accessibility Services? Here is how to 

schedule an appointment! 

Request an appointment with the Coordinator of Accessibility Services by emailing 
accessibilityservices@cecil.edu . We can assist you with any of the following: 

• Assistance with completing semester requests 

• Assistance with completing forms/setting up accommodations • Requests for additional accommodations 

• Time Management, Study Skills, etc. 

• Advocacy and support for working with professors related to accommodations 
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