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SUBMITTING A TEST REQUEST 
1. Log into Accommodate using your CUA credentials 

2. Click “Test Proctor Request” in the left-hand menu 

3. Click “New Test Proctor Request” at the bottom 
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4. Select the Course for which you are requesting an exam, then click “Next Step” 
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5. Select the exam date – either the same as the class or as close to the class as 
possible.

• If DSS sees that you have the ability to take a test closer to the rest of 
your class, we will move your request and you will be notified.

• If you cannot test at the new time, you are required to email your 
professor and cc cua-dsstesting@cua.edu to receive written approval 
from your professor to test at a different time. 

 

6. Select a time slot that does not compete with another class

USE ARROWS TO CHANGE MONTH
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7. Complete the required fields in the “Test Proctor Request Details” pop-up 

8. Click “Submit Request” 
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MORE QUESTIONS WILL APPEAR BASED ON 

YOUR EXAM SELECTION 
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