Academic Success Centre

Supporting your academic skills development.

Activating Accommodations Online

You must activate your accommodations online through ClockWork at the start of every semester.
This allows your accommodations to be communicated to your instructors through a Letter of
Accommodation. As well, you need to activate each term in order to be able to book any exams with

your approved exam accommodations.

1. ACCOMMODATIONS

a. Open ‘Accommodations’ in ClockWork:
i. Select the appropriate academic term.
i. Follow the on-screen instructions
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Request Accommodations

You can use this page to request accommedations for your courses. Click the "Request’ button an your first course in the list below to get
started
YOUF COUrses: Show terrm:ll Summer Session 2007 «]  Refresh
Course | Status ey | Letter
MATH 99 Waiting for student to request Request
Sectlon AD1 Plade click s "Recues’ buthon bo e Aokt i onder ta compiete Thie reau et proces
EMGG 99 Waiting for student to request Request
Section ADL Plazse dick the ‘Request’ bution to the right in erder to complete the request prooess
FREM 99 Waiting for student to request Request
Sectlon AD1 Flegse dick 1he Fegussi’ buiton to e Aol in onder o complete The regquesi prees

2. COURSES TO REQUEST

a. If accommodation needs differ from course to course:

i. Enter accommodation requests separately for each course.
b. If accommodation needs are the same for all courses:

i. Use the ‘Check-All’ function.


https://clock.uss.ualberta.ca/ClockWork/user/SelfRegC/default.aspx

3. YOUR ACCOMMODATIONS

a. If you require all accommodations (for one course or for all courses):
i. Use the ‘Check-All' function under the “Your Accommodations” list.
i. Select ‘My accommodation(s) are correct the way they are.’

b. If you require only some of your approved accommodations:
i.  Uncheck accommodations that you do not require.
i. Select‘l need to change or remove accommodation(s).’

c. If you need to update and/or revise your accommodations:
i. Select “l need additional accommodations”.
ii. Enter specifics in the ‘Optional note’ section.
Note: If you request changes to your accommodations, please allow time for
Accessibility Advisors to review and respond.

d. Read the terms:

i.  Check off “| agree to the terms outlined above”.
ii.  Click the ‘Submit’ button.
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Flease review the information listed below and indicate whelher you need changes o your accommaodalions al this time. IF your accommodations
require changes your request will be submitted for review.

Your accommeodations: Courses to request:
« Break Rale: 5 minhr + FOR 99 seclion AD1
« table helght adjustible SCI 99 section AD1

« computer personal laptop ARTS $4-zeciion AD1
+ Respondus Lock-Down Browser
# Clagsroom Accessibility imability)

Plaass ndieate o yaur My accommodation{s) are correct the way they are.

amsominesdatiots reauire i — i.ii
chanpas: | need additional accommodations. C. [:l,ll}

| need lo change or remove accommodation(s).

Optional note:

Terms

Website Priveoy &smp; Security 248 im ooemitted to sneuring priveoy and acouracy of your confidential informetion. It is
shared only with your written permission. Information we oolleot about you 248 collsots and
procesass your personal date for providing acosssibility-relstsd services only. In sddition, some informetion [&.g., IP
addresal is sutomatically collected apd stored in ssrwer logs. Statistics seessssses The Websits is regularly monitorsd to
peovide service. Par this purpose, we consult sponymous use: statistles snd gensrave reports relaving to Website uss

d.(i,ii) ——————— Iagree 1o the: fenms oulined above

Submit Cancel




4. GENERATE LETTERS OF ACCOMMODATION

a. Once your accommodations are activated, your instructor is notified that your
Letter of Accommodation is available for review.

b. Download and save your “Letters of Accommodation” for your records.
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Reqguest Accommodations

Your accommadation request(s) have been submitted. Flease review the list below
You can use this page to reguest accommadations for your courses. Click the "'Request’ button on your first course in the list below to get
started

TFOUF COUrses: Show term;  Summer Session 2017 = Refresh

Course | Status | Request
MATH 99 Sent Gt letter ::'
Section ADL A pergan ligted 46 4 princp el Insmuctor for this counss hae recewed a ink 1o the SAS sccommcdston mformation relevant to their rols in

EMGG 99 Pending

Sectian AD1 Your Aooess tyr Aadwrmor vell revies the information and update the stabus you w wh -
FREMN 99 Pending
Section A01 Your Aeressin ity Adwisor will restew the infomation and update the stabies; yow v wd

Once you have completed this process, you will receive an automated email with the subject line
“Accommodation Activation Update & Next Steps”. This email directs you to now book your exams.



