
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.  

 
 



 
3. Select the Request Button 

for a course you wish to 
activate accommodations 
in. 

 
 
 

4. Make sure all of the 
accommodations are 
selected (unless there is an 
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 
accommodations are 
correct the way they are” 
unless a change is needed. 
 
  

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. 



 
6. Under the Terms section, 

make sure to check “I 
agree to the terms outlined 
above” and then select 
submit. 

 
 

7. Double check that the 
letter was sent 
successfully. If it was, you 
should see this message. 
 
Note: You can select the 
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 

 


