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Conference Civility Statement

We ask you to join us in creating a culture that reflects…

Access and Inclusion

and

Civility and Respect 

…this week and in all aspects of our organization.



Session Agenda:

1. UD & DSS Demographics
2. Planning for High Exam Volume
3. Housing Accommodation Reminder Emails
4. Team Dynamix & Alternatives
5. Managing Flexibility with Attendance
6. Digital Toolkit 
7. Small Groups: Current Data Collection Challenge
8. Ideas from the audience/ Q&A



University of 
Delaware

● Privately-governed, 

state-assisted R1

● Mid-Atlantic

● 4 satellite campuses

● 60-65% out of state

● NY, NJ, PA, MD, VA 



Disability Support Services

About DSS:

• Division of Student Life
• Assistive Tech Dept. & 

Test Center in house
• About 2,900 students
• Averaging 900 new 

Registrations/year (24-
26)

Reported diagnoses:

• ADHD (1272)
• Mental Health (999)
• Medical/Chronic Health 

(513)
• Learning Disability (396)
• Autism Spectrum (147)
• 2 or more disabilities 

(1998)



Formal Assessment Cycle

● DSS Student Survey each spring/summer (internal)

● Annual Report due each summer to Division 

leadership

● New: Divisional 6 Year Assessment Cycle incl. Self-

Study and External Review & Report



Issue: High Exam Volume

• Exam volume during Finals week exceeds Test 

Accommodation Center (TAC) capacity (44 seats)

• 1,398 exams in 5 days of Finals in Spring 2026

• Requires use of classrooms outside the TAC

• Which students and exams to move to 

accommodate all test requests in distraction-

reduced environments?



Our Solution: 

Use excel formulas to plan which exams to move to 

classrooms to ensure that at any time: 

1. TAC never exceeds capacity (44 seats) 

2. Classrooms (50 capacity) never exceed 15 students 

each



How to Plan for High Exam Volume:

Systems/Tools Used:

• AIM: for list of exams 
on that day

• Excel: to manipulate 
data

• ChatGPT: to write 
Excel formulas

Materials needed:

• List of exams on 1 day
• Timeline View of 

Exams - blank
spreadsheet from our 
Digital Toolkit



Step 1:

Start with a list of 

scheduled exams on 

a given day in Excel.



If using AIM…

● Export list of 

Exams by Day to 

CSV

● Choose use one 

column for all 

accommodations



Step 2: Clean up headings to match

Timeline View headings:

● Last name

● First name

● Course subject 

● Course number

● Section number 

● Professor

● Start time

● End time

● “Tags” (aka 

accommodations).



Step 3: Open Blank Timeline View Spreadsheet



Blank Timeline View Spreadsheet (cont’d)



Step 4: 

Paste your list of 
exams into the 
Timeline View 
spreadsheet 

(make sure your 
column headings 
match!)



Step 5: 

● Select entire “Start 
Time” column

● Go to “Data” menu 
heading

● Select “Text-to-
Columns”



Step 5 (contd): 

In the pop-up 
window, select 
Finish



Step 6:

Repeat Step 5 for 
the End Time 
column.



Excel Formulas

Conditional 

Formatting: Blue 

boxes show when 

that student may 

need a seat



Step 7: 

Scroll down to see total number of students who may be 

testing at any given time



Step 8: Moving 
Exams

● Copy/paste 

exams from TAC 

into sheets for 

classrooms 

● Remember to 

delete moved 

exams from TAC



Reminders for 
classrooms:

● Check room 

capacity as you 

go

● Our rule: 50 

capacity rooms = 

15 students max.



Example: Exam Numbers in 1 Classroom



Step 9: Check TAC 
Capacity

Keep moving exams 

out of TAC into 

classrooms until the 

number of exams is 

under your capacity 

at all times



Additional Tips

● In the TAC sheet, highlight any students/exams that 
cannot leave the TAC due to required technology

● Use Remove Duplicates to create a list of which 

classes/test are in which outside classrooms



Benefits:

Improves our services by ensuring that we can provide 
services to all students requesting accommodated exams 
regardless of request volume



Data & Applications:

• Number of days that test volume exceeds Test 

Center capacity

• Average daily exam volume that can be 

accommodated within Test Center capacity (150+ 

needs other test spaces)

• Number of classrooms needed for Finals weeks



Data & Applications (continued):

• High volume times outside finals week that need 

planning (midterms, last week of classes)

• Staffing needs for Finals week (DSS staff, volunteer 

proctors)

• Staffing needs for Test Center (day-to-day 

proctoring)



Next Issue: Housing Reminders

• No accommodation management system with 

automated emailing for housing accommodations

• How to send reminder emails to hundreds of 

students without sending duplicate emails to 

students that have already submitted their 

housing requests?



Housing Accommodation Demographics

2025-2026 school year: 

• 285 incoming students (first-year students and incoming 

transfers)

• 424 returning students (students returning from previous 

school year)

• Total: 709 students requesting housing 

accommodations



Housing Accommodation Process

• Students complete student section of housing form

• Healthcare providers complete medical section of housing 

form

• Completed form submitted to disability support office

• Request form information entered into Excel sheet:

• Student’s name, ID number, date of birth, email address, 

phone number, recommended accommodations



Housing Accommodation Process 
Continued

• Housing accommodations are entered into the housing 

portal

• Confirmation emails are sent to students

• Deadlines in the spring semester

• Incoming students - May (first years), June (transfers)

• Returning students - February



Housing Accommodation Presenting 
Problem

• Returning students receive emails from Residence Life and 

Housing Office reminding them to re-apply for housing

• Housing applications and housing accommodation requests are 

separate processes in separate offices

• Students often assumed that reapplying for housing meant 

reapplying for housing accommodations

• Information was posted online in advance, however, students 

often claimed they did not know



Using Excel to Send Housing 
Accommodation Reminders

• Excel sheet captures students’ email addresses

• Initial reminder emails - copy and paste email addresses, 

add them as blind copies, send emails

• Secondary and tertiary reminder emails - use Excel’s 

VLOOKUP function to compare list of students that have 

already submitted their housing accommodation request 

and list of students that still require a reminder email



Step 1: First Column

In the first column, list 

students that received 

the first reminder email



Step 2: Second Column

In the second column, 

list students that have 

already submitted their 

housing 

accommodation 

requests



Step 3: Third Column
In the third column, enter the following VLOOKUP function: 

=FILTER(A2:A16,ISNA(VLOOKUP(A2:A16,B2:B16,1,FALSE)))

● FILTER - filters email addresses in both columns and outputs data in 
organized list

● VLOOKUP - finds email addresses that are in the first column but not 
in the second column



Step 3 (continued):

After entering the VLOOKUP function, a full list of students that need a second reminder 
email will populate



Final Steps

Step 4: Copy and paste the 
email addresses in the third 
column as blind copies in 
the second reminder email 
and send it

Step 5: Repeat same steps 
for third reminder email



Housing Reminder Sample Email
Our records indicate that you previously requested disability-related housing 

accommodations. To request housing accommodations for the Fall 2025-Spring 2026 

school year, please follow the steps below. If you do not plan to request 2025-2026 

housing accommodations, then please disregard this email.

- Step 1: Submit student form

- Step 2: Submit Medical Professional Form

The deadline to request 2025-2026 housing accommodations is February, 27, 2026. 

More information can be found on our website.



Problems we 
were aiming to 

solve with Team 
Dynamix: 



Evolution of our process: 

Shared inboxes

Google Form

Website request exploration

Connected with IT

Introduced to TeamDynamix



A space for 
requests 

both internal 
and external 

to the 
University 



Why we chose Team Dynamix? 

➔ No AIM account required to submit a request 

➔ Open to all students, staff, faculty, visitors, event guests

➔ Integrates with existing IT/service management infrastructure already on campus

➔ Forms can be customized to capture the right information upfront, reducing back-

and-forth and duplication 

➔ Ability to run reports and collect/track centralized data points 



Team 
Dynamix 
(TDNext)

Dashboard



Centralized 
Communication 
allowing follow-

up



High-volume periods & Commencement

Commencement is the highest-volume event period

a. Allows us a direct line of communication with media services 

b. Allows messaging about captioning placement amongst locations 

c. Centralized place to cross check information 

d. Allows place for the upload of scripts to be shared with vendors 

TDNext allows early form submission, requests come in weeks before the event

Ticket routing and assignment ensures requests reach the right location/vendor in 

timely manner 

Centralizes requests for satellite campuses 

Bulk request management: filter by event, date, or accommodation type



What we collect & how it's structured
• Event Name

• Date

• Location

• Start/End time 

• On-site Point of Contact 

• Purpose Code 

• Type of Event 

• Audience 

• Format 



UD Event 

Request 

Form

part 1 



UD Event 

Request 

Form 

part 2



UD Event 

Request 

Form

Part 3 



Presentation 
Requests 



Presentation Requests part 2:



Presentation Requests part 3



Teamdynamix - Reports 



Commencement Requests:



Export Reports to Excel



Sample Excel Export



What we use this data for? 

- Track Spending 
- Track trends in requests 
- Prepare for annual events (commencement) 
- Track which departments are requesting most often
- Trends in requests for CART versus ASL Interpreters
- Format Preference (In-person, Remote, Hybrid) 

Presentations: 

- Identify patterns in requests 



Next Issue: Tracking Usage of Flexibility with 
Attendance Accommodation

Challenges:

• Accommodation Coordinators have little time to check in with 

registered students

• Needed a proactive way to identify students using flexibility with 

attendance accommodation that need outreach and support

Systems/tools used:

• Excel

• Email system



Tracking Usage of Flexibility with Attendance 
Accommodation

Our solution: 

• Tracking usage of flexibility with attendance accommodations in a spreadsheet 

with conditional formatting to identify students missing multiple class meetings in 

the same class.

• Students are required to notify professor and DSS via email

• Administrative Assistant processes the emails, confirms accommodation, and 

sends a notification email to the professor confirming that the absence was 

disability-related



Step 1: Log disability-related absences in the blank 
absences spreadsheet



Step 2: Formula

Select Conditional Formatting 
from the Home menu and enter 
the following: 

• Rule Type: Use a formula 
to determine which cells to 
format

• Format values where this 
formula is true: 
=COUNTIFS($D:$D, $D1, 
$E:$E, $E1) > 2



Conditional Formatting
When a student misses a third class meeting of a single 
class, the conditional formatting will highlight the entries



Identifying Students for Outreach

• Accommodation Coordinators set weekly reminders 

to check the spreadsheet for their students

• If a student is newly highlighted, the Coordinator 

sends the student a check-in email template



Flexibility with Attendance Sample Email



How it improves our services:

• Facilitating proactive intervention and support for students who may struggle 

academically as a result of absences

Data generated & applications:

• Usage data on Flexibility with Attendance accommodation

• Facilitates proactive intervention before the semester ends

• Identify trends in individual student behavior across semesters

• Identify trends among registered DSS students

• Centralized record of student emails notifying DSS of absences

Benefits of Tracking Absences:



Digital Toolkit

Blank Disability-Related Absence Professor 
Notifications spreadsheet 

Blank Timeline View of Exams spreadsheet

Blank VLOOKUP Function - Housing 
Accommodation Reminder Emails 
spreadsheet

Email Templates

tinyurl.com/1010-digital-toolkit

https://tinyurl.com/1010-digital-toolkit


Small Groups: A Current Challenge

How to collect data on the increasing complexity of 
individual student cases? 

• 2,900 students registered with DSS
• 1,998 report two or more disabilities 



Session Evaluation

tiny.cc/8zu1101

Thank you for attending!

Your feedback helps shape future programming.

https://survey.alchemer.com/s3/8801671/2026-AHEAD-Conference-Individual-Session-Feedback-Form
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