ClockWork Online Self Registration

Online Self Registration

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).

Skip to main content & _Main menu ¥ admin . log out

Info Request for Accommodations @ Help
Accommodations

You can request your course accommodations using the tools in this section. Once a request
FAQ 15 submitted it will be automatically approved if you do not require any changes to your
accommodations. If you do require changes your advisor will be notified and the process will
begin to update your accommaodations. You may need to meet with your advisor as part of
this process.

Logout

Once a request has been approved your instructor will receive an email and instructions on
how to access your accommodation letter by logging into the instructor portion of this
website. You are able to access your own accommodation letter on this website at any time
once your request has been approved.

If you have any questions or require assistance please contact your advisor. Click the
'Accommodations’ button in the main menu to the left in order to get started.

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.

<ip to main content @ _Main menu admin . log out

Info Request Accommodations

Accommodations

You can use this page to request accommodations for your courses. Click the 'Request’

FAQ button on your first course in the list below to get started.

Logout Your courses: Show term: | Spring Session
Course | Status | Request | Letter
123 200 Approved Get leth
Section 001 Nopl‘larther action is required at this time.
Lecture
Basket weavig Waiting for student to request R t
123 : Please click the 'Request’ button tntqha right in order to
Section 1 complete the request process,
lecture
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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.”

Skip to main content @ _Main menu ¥ admin . Jog out
Request Accommodations

Please review the information listed below and indicate whether you need changes to your accommodations at this time. If
your accommaodations require changes your request will be sent to your advisor for review.

Your accommodations: Courses to request:

Captioned Videos (including videotapes, TV's, Basket weavig 123 section 1 lecture
CD'd/DVD's, Websites, etc) test instructor mary@tpro.ca

Described Videos (including videotapes TV's, checkall check none

CD'd/DVD's, Websites, etc)

[V Tactile Diagrams

Screen Magnification (e.g. Zoom Text)
[¥] Speech Recognition

[¥] Accessible Web Content and Software
Disability/Medically Related Absence
Chalkboard with Railroad chalk
Interpreter

Reader for in-class writing assignments and
tests that require writing

[¥ Audio Player/Recorder for in-class writing
assignments and tests that require writing

check all check none

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.

Please indicate if your accommodations require any changes:
@ My accommadation(s) are correct the way they are
© 1 need additional accommodations
© I need to change or remove an accommodation

Optional note to your advisor:

e

Website Privacy &amp; Security Policy We are committed to ensuring the privacy and accuracy of your
confidential information. We have the utmost respect for your privacy and will not share your personal [
information with anyone without your explicit permission. All services provided on this Website are
alternatively available in person. Information we collect about you
We will only collect and process your personal data for the purposes of providing the services

] »

1

1 agree to the terms outlined above

[ Submit l I Cancel ]

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.

Skip to main content @ _Main menu @ Y admin _ log out
| Info | Request Accommodations

Accommodations

You can use this page to request accommodations for your courses. Click the 'Request’

FAQ button on your first course in the list below to get started
| Logout Your courses: Show term: | Spring Session  [+] [Refresh |

i Course I Status ‘ Request | Letter
123 200 Approved Get letter |
Section 001 No further action is required at this time. S —

| Lecture
Basket weavig Waiting for student to request Request |
123 Please click the '‘Request’ button to the right in order to
Section 1 complete the request process.
lecture
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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.
admin . log out
Info Request Accommodations
Accommodations Your accommodation request(s) have been submitted. Please review the list below.
FAQ
Logout You can use this page to request accommodations for your courses. Click the 'Request’
button on your first course in the list below to get started.
Your courses: Show term: | Spring Session  [~]
Course | Status | Request | Letter
123 200 Approved
Section 001 Nupflu’rther action is required at this time,

Lecture

Basket weavig Pending

123 Your advisor will review the information and update the status;
Section 1 you will be notified by email when this happens.
lecture

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.

u Hame: Calendar Extra
¢ Lo@RBL DS X G I P @

Add new Student  Appt.  MNewPoint  Emal  Generate Service  Accommodations Instant  Testsand Manage Service My Students Accommodation | Workshops
student | Information Histary of Contact Student Document Request Messaging ~ Exams Providers Requests (al)

Searedr |© Blue| © B Accommodiations Requests
m— Dray a column here to group by this column
Last name ' First name % Middle name % Student number % Course ¥ | Date Suhvmiﬂed & Status % Assigned advisor ¥ Motes W MaoteFromStudent ¥
v v v ¥ v v v v v v
Student TEST i Biasket weavig 123 section 1 lecture 2121) 20120201 Pending - waiting for staff
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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.

I’ Request edit

Request Info

Student, TEST . 3T

Basket weavig 123
section 1 lecture
2121)

Date submitted:
Feb-01-2012

[=1 E3
« | Request status:
|PendingWaitingF0rStaﬁ j
Staff notes:
El
[

Hote from student:

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.

¢ Request edit

Request Info

Student, TEST . 3T
Basket weavig 123
section 1 lecture
{2121)

Date submitted:
Feb01-2012

vSave w Cancel
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« | Regquest status:

| [ |
Unknown

S{PendingWaitingF orStaff
PendingWaitingF orStudent

Denied

Approved

Instructorinfolissing

Hote from student:
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