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Workflow 

1. Email student 

2. Print letter and give it to student to give to their professor 

3. Email professor and professor downloads the letter from the web 

4. Self-registration 
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1. Email student  

a. Select a student 

b. Go to their Accommodation 

tab in their Student Information 

c. Generate their 

accommodation letter 

d. Select Email letter 

e. Send the email to the student 

The email will have a link to the 

web module for students to 

download their accommodation 

letter and give it to their 

professor. 
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f. Student logs in to the web 

g. They click the link to their “Accommodation Letters” 

h. Select the right term (top-right) 

i. Find their course 

j. Click on “View accommodations” under the Review column   
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2. Print letter and give it to student to give to their 

professor 

a. Select a student 

b. Go to their 

Accommodation tab in their 

Student Information 

c. Generate their 

accommodation letter 

d. Select Preview letter 

e. Print the letter by staff 

f. Give it to the student 

g. Student gives it to their 

professor 
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3. Email professor and professor downloads the letter 

from the web 

 

a. Select a student 

b. Go to their Accommodation tab in their Student Information 

c. Generate their accommodation letter 

d. Select Email letter 

e. Send the email to the Professor 
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In the mail merge template use #<instructoremail># for the To: section 

f. The professor gets the email  

g. The email has a link the professor has to go to 

h. On the web, professor has to click Courses on the menu 

i. Select the right term (top-right) 

j. Find their course 

k. Click on Accommodation Letters under the Options column 

l. Select the student and click on the View Letter button 

m. Select from “Review PDF Letter” or Review HTML Letter” 

n. The professor must also complete step 2 to acknowledge the letter  
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4. Self-registration 

a. Student has to go to the Self-registration module 

b. Under the Accommodations tab on the menu 

c. Select the right term (top-right) 

d. Find their course  

e. Click on Request under the Request column 
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g. The student will 

then be directed to a 

page where they 

have to confirm their 

accommodations 

h. The student has 

to checked if all their 

accommodations are 

correct 
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i. The student has to select between the three options at the bottom of the page 

 

 

My accommodation(s) are correct the way they are:  

It sends a notification to the instructor. The instructor then goes to the web to 

download the letter. See #3 

 

I need additional accommodations / I need to change or remove an accommodation: 

 The request goes to a place holder in ClockWork, the button is called 

Accommodations Request. The staff needs to approve the accommodation. Under the 

Student Information, the staff needs to change the student’s accommodation in their 

accommodation tab. The staff then sends an email to the student asking them to check 

their accommodations online. And the students approves it. Then see #3. 


