FSCJ Staff Training

Florida State College
at Jacksonville

Accommodate

How to Complete Accessibility
Accommodations Requests



How to Complete

Log in to your myFSCJ portal and click on Symplicity Suite for Managers under Main Menu then click on

Accommodate

Favorites |

Main Menu -

Search Menu:

Campus Solutions

FSCJ Dashboards

Financial Supply Chain

HCM

Symplicity Suite For Managers

Ex

- w w w dp

Step 1: Select "Public” from the home page. Find the student you wish to review.

Accommodate Staff Home & Back

ANNOUNCEMENTS

There are no announcements at this time.

ACCESSIBILITY ACCOMMODATION REQUESTS

o ¥ Public

Harry Potter
#A00048-2017

Jane Doe
#A00047-2017

Samantha Molles
FA00048-2017

Miracle Lane
FA00045-2017
View All

¥ Pending Approval

¥ Pending Delivery

F Completed

4

20 hours ago

20 hours ago

2 days ago

2 days ago

10

30



Step 2: Review the request and select the “Accept & Review” OR “Archive”

Are you requesting specialized staff assistance and/or Yes
services to assist your continued education?

The student's diagnosed disability falls into the H-Hearing
following category

My specific disability is hearing loss

How does the student's disability affect the student difficult to hear instructors
academically?

What accommodations is the student requesting? Accessibility Accommodation #1

Accommodation Type
Assistive listening device

A00048-2017/ @& Back

Additional Request 0 Documents 0

m’ Pending Approval Pending Delivery Completed Feview Semester Request

@ Possible Next Steps:

e Accept & Review o Archive |

Use "Other Actions” for addifional options.

| X Cancel |

Accessibility Accommodation Request

Request # ADDD48-2017

Step 3: If you are, accepting & reviewing the request continue with the following steps.

! Approve Public Submission

You are choosing to accept & public accommaodation request into the system. Please fill out any applicable fields in the request, such as
requesting student, based on the text entered by the submitter that should also appear on this form.



Step 4: Scroll down the page and locate Student*. Click Add/Edit button, review the information,

scroll down to the bottom and click submit.

Request #

Student First Name

Preferred Name

Student Last Mame

Empl ID

Student Email

Student Phone Number

Cell/Alternate Phone Number

Campus/Coordinator Preference

ADDD4E-2017

Harry

Potter

1212123

elise horowitz@@fscl.edu

904-555-5555

| South Campus - Kelly Harbert

o.ﬂudent‘*

(g it |

Full Mame*

Harry Potter

First Name*

Harry

Last Name*

Potter

Middle Initial

School ID*

11212123

1@ [ufSave ] [E Delete ] [x Cancel ]




Step 5: Your request is sent to Pending Approval status

W Accommodations @ Back ano - &P & sak

'H Announcements

Al Public [ Fending
= Announcements ; UDIic SNSRI Deiivery

il Calendar
& Studenis

6 Accommodations

= Semester Request

Faculty
Departments

Completed 'p 181 Archived

Keywalids Assignment [Select]

{b Apply Search ] v Save Defaults || 4 More Filters |

+ Batch Opﬁo Reguest New Accommodation | ltems 1-1 of 1 Showing |20 *

Requested Campus/Coordinator = Assigned
Accommodations | Preference L [+]

Request

# Modified A

A | Student w | Disability

Equipment

December

> Interpreter ! ADDD4T- * H- o Assistive Downtown Campus -
Sewrli:::es - @ j 2017 Jane Doe Hearing listening device Brendan Carlson NIA 1;15250:1:"
Kiosks =
| Request New Accommodation | Items 1-1 of 1 Showing |20 -
MNote Taker 4

Accommodate Staff Home & Back

v W Announcemeris

=  Announcement
i Calendar ANNOUNCEMENTS

& Students There are no announcements at this time.
¥ % Accessibility
Accommodations ACCESSIBILITY ACCOMMODATION REQUESTS

Semester Request b Public 3

Faculty
Departments ¥ Pending Approval !

Equipment Jane Doe 9 minutes ago

- E Interpreter #FA00047-2017
Services view Al

Step 6: You will have two possible next steps — “Schedule a Meeting” with the student to gather more

information or "Approve/Reject” accommodation request
A00047-2017/Jane Doe @& Back

Event
Log

Additional Request 0 Semester Request 0 Meetings 0 Letters 0 Equipment 0 Documents 0 Notes O

Public Pending Approval Pending Delivery Completed Review Semester Request Review Supplemental Request

Q Possible Next Steps:

‘ Schedule Meeting || Approve/Reject

'/ Use "Other Actions” for additional options.



In this example, we are going to move to Approve/Reject

A00047-2017/Jane Doe @ Back

Event
Log

Additional Request D Semester Request 0 Meetings 0 Equipment 0 Documents 0 Notes 0

Public Pending Approval Pending Delivery Completed Feview Semester Request Review Supplemental Request

Q Possible Next Steps: e

| Schedule Meeting 4 Approve/Reject |

Use "Other Actions” for additional options.

| Edit | | X Cancel |

Accessibility Accommodation Request

Request # ADDOAT-2017

Campus/Coordinator Preference Downtown Campus - Brendan Carlson
Student Doe, Jane (1231234)

Are you requesting specialized staff assistance and/or Yes

services to assist your continued education?

The student's diagnosed disability falls into the H-Hearing
following category

My specific disability is hearing loss

How does the student's disability affect the student hearing difficulties
academically?

What accommodations is the student requesting? Accessibility Accommodation #1

Accommaodation Type
Assistive listening device



Step 7: To approve the semester request scroll down and click “Yes” for approved and select the

semester.

What accommuodations is the student requesting?* Accessibility Accommodation #1

Accommaodation Type*

Assistive listening device

Description

IT other, please specify here

Select “Yes” to Approve
the Accommodation

Select “No” to Deny the

Accommodation
Approved

® Yeshl) no

Decision Details

Provide any information i
about the decision

Use the dropdown menu to
select the semester the
accommodation is needed

Semester
| Spring 2018 v |

|' & Remove Accommodation |

|J Reguest Additional Accommodation |

[ » Submit | |  Save | | & Delste | |?x Cancel |

Tip — You will need to approve
or reject each Accommodation
that is requested.




Step 8: When a request is approved or rejected and is submitted, it moves to Pending Delivery status.

During this step, Coordinators will send the official accommodation letter through email.

A Home Accommodations @ Back

v M Announcements - "
[ ]
Al pubic  £ending NEUCHCUURE completed  R© Archived
« Announcements EUplEll | Delivery Reques|

il Calendar
& Siudents

X ibili [: Apply Search ]|T Save Defaults || 4 More Filters |

Keywords [ _ |

Departments iong Student w | Disability

= Equipment

> ﬁ Interpreter " ADD04T- Jane Doe * H-Hearing
Services i
88 Kiosks * L-Specific
Note Taker E ADDD32- Sarah Smart Learning Disability
- 2017 e * M-Emotional and
Survey Behavioral Disability

Accommodate Staff Home [ Back

Announcements

Announcements
Calendar ANNOUNCEMENTS

Ctudents There are no announcements at this time.
Accessibility
Accommodations ACCESSIBILITY ACCOMMODATION REQUESTS
Semester Request ¥ Public
Faculty
Depariments P Pending Approval
Equipment
- i i
A Pending Delivery
Services Jane Doe
Kiosks #A00047-2017
Sarah Smart

Mote Taker

#A00032-2017

+ Batch opﬁons; Reguest New Accommodation | ltems 1-11 of 11 (1 item 5

elected)

Requested
Accommodations

v Assistive
listening device

v Extended time
for testing
x Other

ADO < P ®sak

Assignment [Select]

Campus/Coordinator
Preference

Downtown Campus -
Brendan Carlson

Marth Campus -
Michelle McLamb

Showing

Assigned
To

NIA

RIS

Modified A

December
14, 2017,
01:11 pm

December
14, 2017,
09:50 am

Search

0

1"

30 minutes ago

3 hours ago



Step 9: Possible next steps - "Send Official Letter” or “Checkout Equipment”.

For this example - click on “Send Official Letter” — this will auto populate an accommodation letter
template with all sufficient information.

A00047-2017/Jane Doe @@ Back

Additional Request S ster Request 0 Meetings 0 Letters 0 Equipment 0 Documents 0 Motes 0

Public Pending Approval Pending Delivery ’ Completed Review Semester Request Review Supplemental Request

‘ Q Possible Next Steps:

| Send Official Letter ' Checkout Equipment

’ \ Use "Other Actions” for additional options.

[new record] @& Back

Core = Additional Request 0 Semester Request 0 Meetings Equipment < O Documents 0

| Online Preview | | Print PDF Preview | | Email Letter Now | [b Submit (Mo Email) ] | w Save As Draft | | 3 Cancel

Send Notification

Subject Accommodation Memo

Specific #| Spring 2018 - Assistive listening device - Approved
Accommodation{s)

Send Letter to * Yes no
student
Faculty 511
Begin typing the name of faculty
the notice should be sent to.
Additional Use ‘CC Address’ to notify any additional staff such
Reciplent{s) as Assessment Center Managers or other Student
Support Services staff.
CC Address
BCC Address

HTML Format ®* Yac no




Department of Student Support Services
MEMORANDUM
Date: [date]
Reasonable accommodations have been authorized for: [student|fullname], [student|school_student_id]
As identified, educational accommodations will be needed for the following courses and semester listed below.
Documentation is on file in this department substantiating the request as a reasonable accommodation under

the Americans with Disabilities Act of 1990.

The following accommodations have been approved:
[accessibility_request|lapproved_accommeodation_htmil]

Please review this request and let us know within five business days if you feel you cannot meet these
accommodations.

Questions concerning this accommaodation request should be addressed to: accommodateme@fscj.edu
Thank you for your assistance in this matter,

Student Support Services Team

cc: [accessibility_request|student]

Step 10: Select "Online Preview” prior to emailing the student and faculty to view the letter.

| Online Preview |} Print PDF Preview | | Email Letter Now | [i Submit (Mo Email) ] | v Save As Draft | | X Cancel |

- =

Print Accessibility Letter | X |

Department of Student Support Services N
MEMORANDUM
Date: December 14, 2017

Reasonable accommaodations have been authorized for: Jane Doe, 1231234

=5

As identified, educational accommodations will be needed for the following courses and semester
listed below. Documentation is on file in this department substantiating the request as a reasonable
accommodation undear the Americans with Disabilities Act of 1990.

The following accommaodations have been approved:

* Assistive listening device
Forin Spring 2018

Please review this request and let us know within five business days if you feel you cannot meet
these accommodations.

Questions concarning this accommodation request should be addressad to:
accommodateme@fscj.edu

Thank you for your assistance in this matter,

Student Support Services Team

cc: Jane Doe

Florida State College
at Jacksonville




You will have the choice to “"Email Letter Now” or “"Submit (No Email).

| Online Preview | | Print PDF Preview |{{ Email Letter Now [l p Submit (No Email) I}| v Save As Draft | | X Cancel |

*Once you send the official letter, the student’s case will still be in “Pending Deljvery” status.

Step 11: After reviewing the online preview of the letter, selecting "Email letter now"” will appear as
below within the “Letters” tab.

A00047-2017/Jane Doe @ Back

Event
]
! Log

Equipment 0 Documents D Notes

Core = Addiional Request 0 = Semester Request 0  Meetings 0

Keywords searches letter type and recsipient

[D Apply Search ]| o Clear || v Save Defaults |

« Batch Options \ Send New Accommodation Letter \ Items 1-2 0f 2 (0 items selected)

|| Actions Type ¥ | Letter Template ¥ | Recipient(s) Emailed Draft Sent By

@ @ Accommodation Official Letter Letter of Accommaodation Jane Doe no no Aimee Bishop

(] @ % Accommodation Official Letter Letter of Accommodation Jane Doe Yes no Aimee Bishop

‘ Send New Accommodation Letter ‘ Items 1-2 of 2

Step 12: Once you send official letter, click on "Core” tab. Here you will select the next possible steps:
“Accommodation Delivered” or “Accommodation Follow up”.

A Home A0D047-2017/Jane Doe @ Back

» 1
' Announcements Event

Log

Additional Request 0 Semester Request 0 Meetings 0 Letters 2 Equipment 0 Documents 0 Motes 0

« Announcements

B Calendar
Public Pending Approval Pending Delivery ’ Completed Review Semester Request Review Supplemental Request
& Siudents

X Accessibili
. Q Possible Next Steps:
T— | + Accommodation Delivered || Accommodation Followup

Y Use "Other Actions” for additional options.

Departments

Equipment

» B2 Interpreter N —
= Senrrli:::es | Edi | | X Cancel |

B Kiosks Accessibility Accommodation Request
Note Taker

L) Request # ADD047-2017

B! Resource Library

» (O Events Campus/Coordinator Preference Downtown Campus - Brendan Carlson

(@ Reporiing

» ¥ Tools Student Doe, Jane (1231234)

Select "Accommodation Delivered” tab from the drop down box.

- select “Mark as delivered and Send Letter” subtab if equipment will be issued to student.
- select “Mark as delivered” subtab and there is no equipment requested by the student

11



Note: If no equipment is issued, upon selecting “Mark as delivered” subtab from the
dropdown of Accommodation Delivered tab, the request will move to Completed status.

A00047-2017/Jane Doe @& Back

Additional Request D Semester Request 0 Meetings 0

Public Pending Approval Pending Delivery } Completed

Q Possible Next Steps:

+ Accommodation Delivered || Accommodation Followup

) 1
| Mark as delivered & Send Letler
| Mark as delivered il options.

In this example, “Mark as Delivered & Send Letter” is selected. If equipment is required, you will need
to choose “Email letter now” to email the notification of equipment delivered to the student.

[new record] & Back

Core = Additional Request 0 Semester Request 0 Meetings 0 Equipment

| online Preview | | Print PDF Preview | | Email Letter Now | [o Submit (No Email) ] [ Save As Dratt | (% ¢

Send Notification

Equipment ¥ |ivescribe #1 (December 15, 2017)

Checkout

Letter Template Accessibility Accommedation Request Delivered »
Subject Motifcation equipment delivered

Specific #| Spring 2018 - Assistive listening device - Approved

Accommodation(s)

Send Letter to * Yes no
Student

Faculty }31

Additional
Recipient(s)

CC Address

BCC Address

|_Online F’reviewI Print PDF Preview (| Email Letter Nuw‘| [ » Submit (Mo Email) ] | w Save As Draft | | X Cancel |

12



Dear Jane,

According to our records your accommodation of Assistive listening device previously approved by
Student Support Services has been delivered.

The following equipment has been checked out to you and is due by the date belowr:
Livescribe #1

Check-out Date: December 15, 2017

Renewal Date (if applicable):

Due Date: May 04, 2018

Returned Date:

Thank you,

Student Support Services Team

Florida State College
at Jacksonville

** Please note that under Florida's very broad public records law, electronic mail and recorded
voicemail messages to and from College employees may be subject to public disclosure

The letters will appear in the “Letters” tab as shown below indicating which letters were emailed. Click on “Core” tab
located at the upper top left of the page. This request has now been moved to Completed status.

Event

N
. Log

' Letters o ’ quipment 1 Documents 0 MNotes 0

0 1]

Core : Additional Request Semester Request Meetings

Keywords searches letter type and receipient

[ » Apply Search ]| + Save Defaults |

+ Batch Options \ Send New Accommodation Letter \ Items 1-3 0f 3

¥ | Letter Template ¥ | Recipient(s) Emailed Draft Sent By

Jane Doe

Accessibility Accommodation Regquest Delivered Aimee Bishop

You have successfully reviewed and delivered the accommodation.

Pending  Pendin|
Approval Delive

Review =,
' equelg:l Archived

All © Public ‘ Completed

Keywords Assignment [Select]

[o Apply Search ]\ + Save Defaults || 4 More Filters |

= Batch Opfions \ Request New Accommodation | Items 1-20 of 31

]|

Actions Request # A Student w | Disability Requested Accommodations Campus/Coordinator Preference

| @ @ A0D047-2017 Jane Doe * H-Hearing v Assistive listening device Downtown Campus - Brendan Carlson

Congratulations
You have successfully reviewed an Accessibility Accommodation Request

Should you have questions or concerns, please contact accommodateme@fscj.edu 13



mailto:accommodateme@fscj.edu

Addendum

How to Set Up Equipment

A Home

L I" Announcements

A00047-2017/Jane Doe @ Back

Event
Log

Core = Additional Request 0 Semester Request 0 Meetings - < Equipment o Documents 0 Notes 0

B Calendar
= Students

Keywords

- Apply Search Save Defaults More Filters
fomiien; )

= Semester Request

L:EE Reluin - Checkout Equipment | lems 1-1 of 1
= Faculty _—

Departments

= Equipment

Event
Log

Core = Additional Reguest Semester Request 0D Meetings 0 Letters = 2 Equipment o Documents MNotes D

[) Submit ] | wSave | | & Delete | | % Cancel

Select equipment to be checked out
Accessibility Equipment Checkout

Equipment* To view all available equipments. click on 7 icon.
Livescribe #1 2 2
Checkout Dater 2017-12-15 i) Select date student received equipment

Due Date 2018-05-04

|
S

Select date equipment needs to be
Select “Yes” if student will

Check-out Renewal ) Yes © no returned to Student Support Services
keep equipment from

semester to semester or

Retumed ear to year Yes '® no .
y y When equipment has been returned to
H “w ”
Ceturn Date = Student Suppor‘t Services, select “Yes
— and date equipment was returned
Comments

Provide any comments about equipment
status, quality, etc. in this space.

[) Submit ] | wSave | | & Delete | | % Gancel

N e Equipment @ Back S
= Arourccucts | NI oo croced e Extome You can manage Equipment under Accessibility -> Equipment

M Calendar Inventory

& Students

+* Accessibility

= Accommodations

Keywords Retumed ) yos O no

[; Apply Search ]|  Save Defaults | 4 More Filters

- Semester Request

= Faculty ~ Baich Options [EHEREIE]

Departments

Actions Request # Student Equipment Checkout Date

B’ Interpreter .,

Services @ @ A00047-2017 Jane Doe Livescribe #1 December 15, 2017 May 04, 2018 no
W Kiosks

Note Taker

Items 1-1 of 1
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