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ClockWork Training 

Service Providers 
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Service Provider  Management 

Learning Objectives 

 Enter a service request for a student 

 Become familiar with the Service  

Providers Management screen 

 Use filtering, sorting and grouping 

 Assign a service provider 

 Cancel a service provider 

 Upload / download notes 

 Exporting the list to Excel 

 Generating documents 

 Enter a new service  

provider 

 Configuring web  

notetaking settings 

 Logging in as a student 

 Email students / providers 
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Enter a Service Request 

1. Select the student you wish to enter a service request for 

2. Click the “Service Requests” button located in the 

home tab of the ribbon bar at the top 

3. Click the “Add service  

request” button at the bottom 

4. Select the type of service on the left 

5. Optionally select one or more courses and click “Save” 

Option A: Use the Service Request screen 

Option B: Use the Accommodations screen 

1. Select the student you wish to enter a service request for 

2. Click the “Accommodations” button in the  

ribbon bar at the top 

3. Click the “Templates” tab and check the appropriate  

accommodation(s) 

4. Click “Save” or “Generate letters and save”. 

 



 4 

Highlights requests where  

a potential service provider is  

Reloads the requests or   

providers listing.   

Add a new service 

provider request for 

Close this 

screen 

Email the selected  

request(s) using a 

Edit the selected 

request to assign 

a provider 

View the 

original 
Upload / 

download 

notetaking 

Export the list to Excel 

Generate documents  

Session chooser—

determines which session 

to show data for. 

Service provider requests.  

Each request (by course if 

applicable) will appear as one 

row in the list.  Requests are 

marked as “Assigned” once 

they have been processed. 

Clears all active 

column filters 
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Hide / show 

columns 

Layout save/load/reset 

options.  Layout includes 

column visibility, order-

ing, alias, and width. 

Auto set grouping 

options.  Grouping 

will organize the list 

of requests into 

Reports— any reports 

can be published here 

using the settings. 

Service Providers Management 

Requests Tab 
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Add a new service provider 

using the intake form. 

Reloads the list of  

service providers for 

the selected type on 

the left 

Close this screen 

Edit the intake form for 

the selected service 

provider 

Delete the selected 

service provider 
List of stu-

dents the se-

lected service 

provider is 

assigned to. 

Export the list 

to Excel using 

Session chooser—

determines which session 

to show data for. 

Service provider types.   

Clicking on one of these types will load 

the list of service providers available for 

that type.  The list of types is editable in 

the ClockWork Admin 

Email selected 

provider(s)  

(mail-merge) 
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Reports— any reports 

can be published here 

using the settings. 

Service Providers Management 

Service Providers Tab 
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Use filtering, sorting and grouping 
FILTERING 

SORTING 

GROUPING 

1. Using the mouse click  

once in the filter area of the  

column you wish to filter by 

2. Type in the text you wish to filter by.  The text you 

type will match any part of items in the column. 

1. Using the mouse click once on the  

column you wish to sort by 

2. Click a second time to toggle  

sorting ascending or descending 

3. Hold the <SHIFT> key on your keyboard while clicking once on a 

second column to sort by multiple columns 

1. Using the mouse drag the column 

header you wish to group to the top 

entitled “Drag a column here…” 

2. Click the “X” button on the column 

name in the grouping area at the top 

to remove the grouping 

3. Optionally drag a second column header to group by multiple 

columns 



 9 

1. Optionally click the “Check availability” button in the 

ribbon bar at the top to highlight pending requests that 

have at least one provider available. 

2. Potential providers will be listed in the table at the center of the 

popup box.  Optionally click one of the “Show all providers” 

buttons to see providers ClockWork has not automatically 

matched up. 

3. Optionally right-click on a provider in the list and choose “View 

provider profile” to access the intake form for that provider 

4. Note the “Assigned count” column, which will indicate if this 

provider has been assigned to other students already. 

5. Right-click on a providers name and choose “Assign provider” 

Cancelling a Service Provider 

Assigning a Service Provider 

1. Double-click the request you wish to cancel the provider for 

2. Right-click the assigned provider and choose “Cancel provider” 
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Emailing 

1.  Click the “Requests” tab 

2. Select the request(s) you would like to send an email for.  Use 

the <SHIFT> and <CTRL> keys on your keyboard to 

select multiple rows. 

3. Click the “Email” button in the ribbon bar at the top 

4. Select the email template you would like to use 

1. You can send emails to providers by using the method outlined 

above in “Emailing students”.  The mail merge template you 

create should use the providers email address in the “To” field 

instead of the students. 

2.  To send emails to providers directly, click the “Requests” tab 

3. Select the provider(s) you would like to send an email for.  Use 

the <SHIFT> and <CTRL> keys on your keyboard to 

select multiple rows. 

4. Click the “Email” button in the ribbon bar at the top 

5. Select the email template you would like to use 

EMAILING STUDENTS 

EMAILING PROVIDERS 
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Upload / Download Notes 

By request 

By provider 

Notes files are electronic files that a notetaker uploads using the 
ClockWork notetaker web module.  Authorized staff are able to 
view and upload notes on behalf of the notetaker through the 
ClockWork staff interface. 

1. Click the “Service Providers” tab in the management interface 

2. Click the appropriate service type on the left 

3. Double-click the provider you would like to manage notes for 

4. Click the “Courses and avail-

ability” tab, and right-click on 

the course you would like to 

manage notes for 

1.  Click the 

“Requests” tab 

2. Right-click on 

the request you 

would like to 

manage notes 

for and click 

“Manage notes” 
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Exporting to Excel 

Generating Documents 

You can export all or part of the requests listing to Excel. 

1. Highlight the rows you would like to export using <SHIFT> or 

<CTRL> on your keyboard to select multiple rows.  Optionally 

click <CTRL>+A to select all rows. 

2. Click the “Export to Excel” button in the ribbon bar at 

the top 

3. Select the template you would like to use to 

export the rows.  Optionally click the “Export 

to Excel” button at the bottom of the popup 

window to export all rows directly to Excel 

without formatting 

4. See the guide at the end of this document for more information on 

creating Excel templates 

You can export all or part of the requests listing to documents.  This 
can be used for generating certificates for notetakers, for example. 

1. Highlight the rows you would like to export using <SHIFT> or 

<CTRL> on your keyboard to select multiple rows.  Optionally 

click <CTRL>+A to select all rows. 

2. Click the “Generate sheets” button in the ribbon bar at the top 

3. Select the template you would like to use to export the rows.   

4. See the guide at the end of this document for more information on 

creating templates 
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Entering a Provider 

1. Click the “Service Providers” tab 

2. Click the “Add Provider” button in the  

ribbon bar at the top, and select the  

appropriate service type from the  

drop-down list. 

3. Fill in the contact information for the  

provider 

4. Click the “Courses and availability” tab and 

fill in the courses and/or availability for the 

provider.  This information will be used to automatically match 

up providers with students so that suggestions can be provided 

by the system. 
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Student Online Notetaking 

The online notetaking system consists of two entry points.  There 

is an entry point for students receiving notes and one for students 

providing notes (notetakers).  Potential notetakers can sign up to 

become a notetaker online.  Students login to the notetaking  

system using their school login and password.  Notetakers can 

upload their notes online and students can download them. 
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Logging in as a student 

Authorized staff members are able to login to the web system as a 
student, so they can access the system as the student would.  
This can be useful for learning the system from the student’s per-
spective, and also for troubleshooting or assisting the student if 
necessary. 

1. Navigate to the staff home page on your ClockWork website.  

The url will usually look like the following, where “www.tpro.ca” 

is replaced by your school’s domain name: 

https://www.tpro.ca/clockwork/ 

2. Click the “Login as another user” link and login using your 

ClockWork credentials 

3. Click on “Student” or “Notetaker”, and enter the student number.  

Then fill in your ClockWork credentials a second time and click 

the “Switch login” button. 



 16 

Configuring Notetaking Web 
Accessing the settings 

Resetting the cache 

Admin access is necessary for configuring the notetaking settings. 

1. Launch the ClockWork Admin 

2. Click the “Settings” button on the left 

3. Click the “Web Module Settings” on the right 

4. Click “Notetaking” 

on the left 

5. Settings are locat-

ed on the right.  

Adjust a setting 

When you change a setting using the steps outlined above, the 

web system will not update right away.  This is because ClockWork 

utilizes a caching system in order to make the system run more  

efficiently. 

1. Navigate to the cache reset page.  This will usually look like the 

following url, where “www.tpro.ca” will be replaced with your 

school’s domain name: 

https://www.tpro.ca/clockwork/admin/settings/update.aspx 

2. Enter a ClockWork admin username and password and click the 

“Update” button to refresh the cache. 
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  Important settings 

Administrator Email— email communication will be sent to this 

address if the system needs to notify you of anything 

New notetaker signup email—this email will be sent to all 

notetakers immediately after they fill out the online intake form 

Selected as a notetaker email  - this email will be sent to a 

notetaker the first time they are selected for each course.  The 

email should include your contact information and information 

about next steps if applicable. 

Confidentiality agreement text—All new notetakers will have to 

agree to the confidentiality agreement as part of the intake pro-

cess.  The wording should reflect appropriate wording for your 

school. 

Report to use to retrieve notetaker course registrations from 

DataSync and Report to use to retrieve notetaker data from 

Data Sync—these should point to the reports that handle data 

sync.  Notetaker information and course registrations are pulled in 

from the data sync system when they sign up online.  This is  

mandatory in order for the system to function properly. 

Notetaker Welcome Message—the welcome page wording 

Allow students to choose their own notetaker 

Welcome message for students—the welcome page wording 

Students faq 
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ClockWork Support 

 

https://support.tpro.ca 

416-848-0520 

clockworksupport@tpro.ca 

TECHNO PRO COMPUTER SOLUTIONS INC 
170, Traders Boulevard I Mississauga I ON L4Z  1N7 I CANADA 

 

Phone: 1 866 680 2491|   Fax: 1 866  344 1440 


