Requesting Accommodation Letters

1. Sign into clockwork and
select Accommodation
Letters from the Main
Screen

2. Select the
Accommodations tab from
the top left corner of the
screen.
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Welcome to the Student Accessibility Services (SAS) Self-Registration Portal

This website will allow students who have registered with SAS to

» Request accommodation changes

» Request and download a copy of the Accommodation Letter

Click the Accommodations tab in the main menu above to get started

Please request letters for the current semester only.
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3. Select the Request Button e R
for a course you wish to Accommodations ~ FAQ  Help
activate accommodations Request Accommodations
in. You can use this page to request accommodations for your courses, Chok the 'Request’ button on your first coursa in the list below 1o get stared
ekt Show term.  Summer Session 2022 ¥ | Relesh
Course Status Request Lettar
TESTO0D  Pending | —
Section Ciick the Request button to the right in order to complete the request process. A copy of your Accommodation Lether will be sent to your course - <:
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4. Make sure all of the _
. Your accommodations Courses to request
accommodations are
selected (U nless there is an |:> Access to a computer with WordPad for written exams/tests/quizzes TEST 000 section 000 <:|
. Access to a reader for exams/testsiquizzes Brenda bemederm@ucalgary.ca
accommodation you do
not want to use). Tip: You can activate multiple accommodations for multiple classes by checking them off

under the Courses to request section.

5. Select ”My Please indicate if your accommodations require any changes
accommodations are [EMy accommodations are correct the way they are Optignal note
correct the way they are” | need to add / remove / change an accommodation

Please briefly describe your request in the text box. SAS will

unless a change is needed.

be in touch to discuss this requast

Warning: Only select the add/remove/change an accommodation option if you need to
meet with your advisor. If you select this option, you letter will not be sent to your
instructor.



Terms

6- Under the Terms Sect|0n’ In submitting this request, | agree to the following:
1. | will book quizzes/tests/exams with minimum 7 days notice through the online booking portal:
make sure to check

hitps://clockwork.ucalgary.ca/ClockWorkicustomimisc/home_aspx
agree to the terms Outllned 2. | understand that it is my responsibility to speak to my course and/or lab instructor(s) about my accommadations to ensure that
” my accommodations have been arranged.
d bove and then seleCt 3. | will contact Student Accessibility Services with any questions/concerns related to these accommodations.

submit.
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7. Double check that the Your accommodation request{s) have been submitted Please review the list balow

Ietter was sent You can use this page 1o request accommodations for your courses. Chck the "Request butlon on your first course in the lst below 1o gal slared

successfully. If it was, you Your courses Shiow W] Sianiier SetEn 2072 |

should see this message.
Course Statlus Request Letter
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Note: Yo u Ca n Se I ect the Section ¥our Accommedation Leter has been sant bo T nstrucions) for this course. Click Get Letber to dovwnload 3 pdi copy of the Accommaodation Laetier m
000

get letter button to see a
PDF version of the letter
that was sent to your
instructor.

Automated emails listing all students who activated accommodations in the last week are sent to instructors
every Monday. Instructors can also view activated accommodations through their ClockWork Instructor portal

at any time



