
When you first log into clockwork this is the main menu that you will see: 

 

Navigating to the Accommodation Letters tab will allow you to view all accommodation letters for all 

courses you are instructing as depicted below: 

 

Navigating to the courses tab will let you see each course individually.  

If you select Accommodation Letters, it will show you each student with accommodations for that 

course. 

 



Select the student and press view letter. On the following screen, select Review PDF Letter to see the 

student’s individual accommodations. You will also be able to acknowledge that you have received the 

letter.  

 

 

 

 

 

 

 

 

View the letter 

Open the PDF 

Acknowledge the letter 



From the Courses tab you can also select Tests and Exams to upload your exam and exam information 

 

 

Once you select Tests and Exams you will see all the exams that students have currently booked with the 

SAS Exam Centre. From here you can either add a missing test or confirm and edit the information for a 

test students have already booked.  

 

 

 

 

 

 

 

Add a new test date/time 

Confirm/Edit an existing test date/time 



When creating a new test, or editing an existing one the first step is to ensure that the date, start time, 

and end time are accurate for the class writing time (clockwork will automatically add students’ 

individual accommodated time so you do not need to account for it when setting up the details in 

clockwork.) Once everything is correct, select Next.  

 

 

The next page will show you what students have booked to write in the exam centre (if you are creating 

a new test there will be no students listed yet). Select next to move onto uploading the test 

 

In clockwork all the test information will be on one page, but for the purposes of this walkthrough we’ll 

do a breakdown of each section: 

 

 



Section 1- what lecture sections does this test apply to? Most courses will have multiple lecture sections 

such as Test 001 L100 vs Test 001 L200. If the test is only for One lecture section, please indicate which 

one. If it’s for both classes, please indicate that instead. 

 

 

 

Section 2- Instructor contact information. If you are available to answer student questions, please tell us 

how best to contact you. If you’re not available, please select not available for questions and leave the 

remaining fields blank. 

 

 

 



Section 3- how should we print the test? Please indicate how you would like us to print your exam, and if 

a scantron or blue book is needed for the test (we will provide these). If the test is online and does not 

need to be printed, please select that option.  

 

 

 

 

 

 

 

 

 

 

 



 

Section 4- let us know what students are allowed to bring into or have during the test. If something is 

not allowed, leave the information blank. If something is allowed that is not listed here, please go to 

section 5: 

 



 

Section 5- this is a dialogue box where you can give more detailed information, or include an allowed 

resource if it wasn’t listed in the previous section. For example, if students are allowed to bring their own 

laptop, please indicate that here. 

 

Section 6- how would you like to give us your exam, and who will be picking it up on your behalf. To give 

us your exam, you can either upload it to clockwork or let us know you’ll be dropping it off at the exam 

centre. Completed exams must be picked up from the exam centre and are made available the 

following business day. Please indicate who will be picking up the exam.  

 

 



Once all the resource information is in, select ‘Next’ to be taken to the page where you can upload your 

test (pdfs are preferred). The system will only allow you to upload one file at a time. To send us multiple 

files the easiest way is to create a zip file to upload. You can also upload the first file, press submit 

changes, and then go back in to upload the second file. *Please note that if you currently have the test 

open, it will not attach. 

 

 

 

 

 

 

 

 

 

 



Once you select Submit changes you should see a message indicating the test submission is complete.  

 

If everything was successful the test booking should look like the image below. You can make additional 

changes after uploading, but if you do, please notify the exam centre at access.exams@ucalgary.ca as 

we may have already begun processing the test and the change might not be conveyed to students.  
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