Sending Accommodation Letter to Instructor
Follow the steps outlined in this guide to inform instructors of your approved accommodations. Please
note that letters of accommodation must be submitted for each term that you require accommodations.

Part 1: To send letters of accommodation, start by selecting the following link:
http://clockwork.gwc.cccd.edu/clockwork/custom/misc/home.aspx
Step 1: On the displayed page, select “Send Accommodation letter to Instructor.”

Step 2: Please read the information text and select the “Accommodations” button as shown.

Step 3: This page will prompt you with instructions to enter your student username and password in the
corresponding fields. This is the same login information used to log into your MyGWC portal.

Step 4: Based on the date that you log in, the website will default to that term. If the letter is for a
different term, select the down arrow to the right of the term to select the correct term.

Step 5: To request accommodations for your course(s), select “Request”.

Step 6: You will have the option to select the any of the approved accommodations for your courses. If
you want to inform an instructor of a specific accommodation(s) that you have been approved for,
simply select the corresponding checkbox. Selection of at least one accommodation and one course is
required to submit.

Step 7: If your accommodations are correct as stated, select “My accommodation(s) are correct the way
they are.”
*Please note that any accommodation additions or removals require a meeting with a counselor for a
re-evaluation appointment. To schedule an appointment, please stop by the office or contact us at 714895-8721.

Step 8: Please read our privacy and security policy, select the box “I agree to the terms outlined above”
and click submit.

Your professor(s) will receive an email indicating that your letter of accommodation is ready for review
and confirmation. That professor can then see accommodations as you have authorized in the previous
step. A confirmation email will also be sent to your email address as identified in the MyGWC portal.

After clicking “submit”, you will be returned to the accommodations request page and a confirmation message
will display.
Status Screen 1: Instructor has not yet seen your letter of accommodation.

Once your instructor has confirmed receipt of your accommodation letter, you will see a different confirmation
message.
Status Screen 2: Instructor has confirmed that they have seen your letter of accommodation.

Once your instructor has confirmed that they have read your Letter of Accommodation, you will see the status
updated to “confirmed”.

Step 9. Download and Print Letter of Accommodation
To download a letter of accommodation to your personal computer and/or print it, you must first login and send
the letter to your instructor and return to the accommodations confirmation page as shown in section 1.
On this page, simply select “get letter”

A file download menu will appear, click “Save” for download. If you do not see this menu, please check
your browser, and ensure that you allow the popup. Note: different browsers download and display
files differently.

Give a file a name like “Current Semester Year Accommodation Letter”. You can also print this file.

