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Online Self Registration For Returning Students  

Returning students, (ie students that have registered with the disability 

department and have had previously approved accommodations) log into the 

system using their university login credentials.  They are brought to a welcome 

page (customizable). 

Students select the accommodation button and are brought to a page that lists all of their 

courses for the current term. It will show the status of accomodation requests for each course. 
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The student can click on the request button for a specific course.  A list of their approved 

accommodations is shown along the left hand side of the screen under “ Your 

accommodations.”   

 

Only the students most recently approved accommodations will appear in the list.  The student 

can then manage which accommodations they want applicable to the selected course. The 

student cannot change anything; they can only indicate that a change is required. 
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The student must then indicate either that the list of accommodations for the course is  

correct, needs to be changed or if additional accommodations need to be added/deleted.  Once 

the student reviews  and agrees the confidentality agreement ( customizable) it will be 

submitted to the department as an accommodation request for the disability advisor. 

 

 

If no changes are required then an automatic email is sent to the professor that contains a link 

to view the Letter. The students can automatically generate an approved accommodation letter, 

by clicking on the “Get Letter” button.  A PDF formatted accommodation letter will open, which 

the student can choose to print or save for their records. 
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If the student submits that they require addtdional accomodations or need a 

change in accommodations, the accommodation status will change to 

pending.  

 

A pending accommodation will appear automatically in the disability advisor’s  

Clockwork , in the Accomodation Requests Tab.  Requests that are older than a 

week are highlighted yellow and requests older than two weeks are 

highlighted pink.  Filters system allows advisors to search the list by student 

name ,  student number, course ect. 
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Double clicking the row will open a pop up window that provides details of the 

request. If the student put in any comments  from their submission it would 

appear here. Also advisors can leave notes for other advisors.   

 

A drop list allows the advisor to change the status of the request once action 

has been taken. 

 

Once the advisor meets the with the 

student and updates the 

accomodation template in Clockwork. 

The advisor can either generate the 

accomodation letter directly from 

ClockWork and change the request 

status from the drop down as 

“Appproved”.  Or the Student can go 

online and resubmitt their 

accommodations for the 

course,which in that case, the advisor 

would change the the status of 

request as “Pending Waiting for 

Student” from the drop down list. 


