
How to Access, Save, and Send a Copy of My Accommodation Letter 

 
1. Select “Accommodation Letters” within the ADS online portal. 

 
 

2. Click on the “Accommodations” tab located in the upper left corner of the menu. 

 
 

 

 

 

 



3. Click on the “Request” button of the class you wish to submit your accommodation letter to. 

 
 

4. You will then view a list of your current accommodations on the left side as well as a list of courses on 

the right you wish to send your accommodation letter to.  

 
 

 

 

 

 

 



5. You can personalize and select which accommodations and courses you would like your instructor to 

view.  Please note, all courses and accommodations are selected by default. If you would like to 

remove an accommodation and/or course, remove the check mark in the box. Please note that if you 

choose not to share an accommodation with a course instructor you will not be able to implement that 

accommodation in the course. This step can be completed once with multiple courses selected or 

individually based on your decision to personalize your accommodations.  

 
 

 

6. Once you have completed personalizing your selections, click the radio button “I would like my 
accommodations shared with my professor”.  If you do not check off this box, your accommodation 
letter will not be submitted to your instructor(s). 
 

 
 

 

 

 

 

 

 

 

 



7. Select the checkbox “I agree to the terms outlined above”. If you do not check off this box, your 

accommodation letter will not be submitted to your instructor(s). Select the “Submit” button to officially 

send your accommodation letter(s) digitally.  

 
8. A notification will show informing you that your accommodation letter has been sent to your 

instructor(s).  

 
 

 

 

 



9. Click on “Get Letter” and save a copy of your accommodation letter for your records. 

 
 

10. Once an instructor has confirmed receipt of your accommodation letter the status of your letter will 

change from “Sent” to “Confirmed”.  You will now be able to utilize the other features of the online portal 

(i.e., make test reservations and request a note taker) once you have sent a copy of your 

accommodation letter to the course instructor, even if the letter has not yet been confirmed. 

 
 

11. After sharing a copy of your accommodation letter with a course instructor, you must meet privately with 

the instructor to discuss the implementation of your accommodations in the course.  During this 

meeting obtain your instructor’s signature on the Acknowledgment of Student Request Form, and if 

required, complete a Detailed Implementation Plan with your instructor.   


