
Tutorial for Faculty



Accommodate is our web-based accessibility management system. Within Accommodate you will be able to see all 
accommodation letters sent to you per the student's request as well as class rolls with accommodations listed for students 
in a particular class. You will also receive an email at your gcsu.edu account with an accommodation letter so you have 
several options to access accommodations for a particular student.
We apologize if you receive a letter for a student who is no longer enrolled in your class. It may be that the student 
submitted a request for a letter prior to dropping your class.
To access Accommodate, login to https://my.gcsu.edu. Scroll down to Service Apps. Click on Accommodate - Faculty

Accessing Accommodate

https://my.gcsu.edu/


Accommodate Dashboard

• From the Dashboard 
you will see a Letters 
to Review section 
and be able to 
navigate to a list of 
accommodation 
letters you have 
received and your 
courses.

• Resources has this 
tutorial and other 
valuable information 
for your use.

• Nothing needs to be 
done in My Account.



Letters to Review

When there 
are letters 
that need 
attention, the 
Letters to 
Review panel 
will display. 
The panel is 
organized per 
course. 
When the 
course section 
is expanded 
all letters for 
that course 
which need 
faculty review 
and signature 
will display. 



When Review is 
selected a pop 
up displays the 
letter 
information
including the 
subject, letter 
body and 
date/time it 
was sent. 

Under the letter 
information the 
signature form 
is displayed. 



Signing Letters

After completing the 
necessary information 
for the signature and 
selecting the sign 
button, the data is 
saved and becomes 
read only. Faculty can 
either exit out of the 
pop up or utilize the 
next and previous 
buttons to navigate to 
other letters for that 
course.
Upon navigation back 
to the home page, 
letters that were signed 
will show signed and 
remaining letters will 
still have the review 
button.
It is not necessary to 
sign the letters you 
receive. But, if you 
would like to 
acknowledge receipt 
that is an option.

Review

Signed



Accommodation Letters Section
Signed letters will no longer display 
after the next navigation away 
from the home page. 
All letters including signed 
are available to review in the 
Accommodation Letters section of 
the interface. When you click on 
the link for the letter you will see 
the entire letter. See the next slide 
for an example.

*Please keep in mind that students 
have to login to Accommodate and 
request letters for their classes. If a 
student says they should have a 
letter and you do not see it in 
Letters to Review, Accommodation 
Letters, in the Enrolled Students list 
for their class in Accommodate, or 
in your gcsu.edu email, please have 
them check their account in 
Accommodate or refer them to the 
Student Disability Resource Center.



Example Accommodation Letter



Disability Related Absences
The Student Disability Resource Center implemented a Disability Related Absences and Make Up Agreement Form for students 
who have an accommodation for Disability Related Absences.
We understand that there may be some confusion around how this accommodation should work.
When a student submits a semester request, we send out an accommodation letter to them and to their faculty. If a student has 
Disability Related Absences, an additional form will show up as a link at the bottom of their accommodation letter in 
Accommodate.

The form can also be found here: https://www.gcsu.edu/disability/information-faculty 

https://www.gcsu.edu/disability/information-faculty
https://www.gcsu.edu/disability/information-faculty
https://www.gcsu.edu/disability/information-faculty


Disability Related Absences, Cont.

The form can also be found by clicking on the link in the accommodation letter under Additional Comments for Faculty.

We have asked our students with this accommodation to meet with all their professors during office hours and fill out the 
form together.

The form is a good tool to use when students and instructors want and need a concrete plan to follow, and so absences are 
not abused. We want this to be an interactive process between you and your student.

Please discuss every point on the form, sign it, have your student sign it, and return a copy to the Student Disability Resource 
Center.

If you have any questions, please don’t hesitate to contact us at disability@gcsu.edu or at 478-445-5931.

mailto:disability@gcsu.edu


Courses Section

Clicking on 
Courses will 
bring you to 
the Course 
Catalog. 
Choose the 
correct 
semester and 
Apply Search.



Scrolling down,  
you will see a list 
of courses you 
are teaching for 
the chosen 
semester. You can 
click on each 
course title to get 
detailed 
information 
about the course 
and to see who is 
enrolled in each 
course.



Example of Course Details



From Enrolled Students you will be able to see if a student has requested accommodations for your class and the specific 
accommodations. This can be used in addition to the accommodation letter you will receive in an e-mail, see in the Letters to 
Review on your Dashboard, and the one you can view on the Accommodation Letters screen.
*Again, please keep in mind that students have to login to Accommodate and request letters for their classes. If a student says 
they should have a letter and you do not see it in Letters to Review, Accommodation Letters, in the Enrolled Students list for 
their class in Accommodate, or in your gcsu.edu email, please have them check their account in Accommodate or refer them to 
the Student Disability Resource Center.

Enrolled Students List



Please be sure to add the following required syllabus statement to your syllabi!
https://www.gcsu.edu/registrar/required-syllabus-statements 

https://www.gcsu.edu/registrar/required-syllabus-statements
https://www.gcsu.edu/registrar/required-syllabus-statements
https://www.gcsu.edu/registrar/required-syllabus-statements
https://www.gcsu.edu/registrar/required-syllabus-statements
https://www.gcsu.edu/registrar/required-syllabus-statements


Thank you!
If you have any questions, 

please email 
disability@gcsu.edu 

or call x5931.

mailto:disability@gcsu.edu
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