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How to Review an Additional Request 
Log in to your myFSCJ portal and click on Symplicity Suite for Managers under Main Menu then click on 

Accommodate 

 

 

Step 1: Start from the Accommodate homepage and click on Review Additional Request. 

 

 



 

Step 2: When you’ve expand Review Additional Request, click on the 

name of the student you need to review the request for.   

 

 

 

 

 

 

 

 

 

 

This will open the student’s digital file. 

Step 3: For possible next steps, click on Review Additional Accommodations. 

 

 

 

 

 

 

 

 

 

 



This opens up the Additional Accommodations Request.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Step 4: Review the information provided by the student in the request.  

 

 

If you want to 

approve the 

request, select yes 

under Approved.  

If the 

 request is  

not approved, 

please reach out 

to the student for 

more information 

or additional 

documentation.  

 

 



Step 5: Next, select the semester the accommodation(s) are needed.  

 

Step 6: Scroll down to the bottom and click Save & Create Letter. 

 

 

Once you click Save & Create Letter the letter will show in the Letters tab as shown below. 

 

 

 

 

 

 



Step 7:  Before sending letter, please make sure to include the faculty who need to be informed about the additional 

requests. This can be done by typing in the faculty name(s) in the search box.   

Please CC anyone else who may need to know about the student’s accommodations. For example, Assessment and 

Certification Center staff.  

 

 

Step 8: Select Online Preview to review the letter that will be sent to the student.  

 

 

 

 

 

 

 

 



Step 9: After reviewing the online preview, click Email Letter Now to send the letter. 

 

 

When you select Email Letter Now, the letter will be emailed automatically. A dialog box will pop up to 

confirm that you want to send the letter. Select ok.  

 

 

 

 A record of the letter can be found in the letter tab at the top of the screen.  

 

 

 

 

 

 

 

 

 

 

 



Next Step: This additional request has been moved to Pending Delivery status. Refer to the section on Pending 

Delivery found in the Accessibility Accommodation Request manual.  

You can jump to Pending Delivery for this student two ways: 

(1) Selecting the Core tab at the top of the page will lead you to the pending delivery step 

  

 

(2) Return to the home page and expand the Pending Delivery tab in the middle of the page. Once Pending 

Delivery has been expanded, you can select the name of the student you are working with.  

 

 

 

Please refer to the section on Pending Delivery found in the Accessibility Accommodation Request manual for 

details on the next stage of accommodation approval process. If you have any questions, please contact 

accommodateme@fscj.edu 
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