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1. Send Letter of Accommodation Email 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. 
 
To send letters of accommodation, start by selecting the following link: 
 
https://clockwork.lbcc.edu/clockwork/custom/misc/home.aspx 
 
On the displayed page, select “Access letter of accommodation”. 
 

 
 
 

https://clockwork.lbcc.edu/clockwork/custom/misc/home.aspx
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Please read the information text and select the “Accommodations button” as shown. 
 

 
 
 
The page will prompt the user with instructions to enter in student ID and password in the corresponding fields.  
This is the same login information used to log into your PeopleSoft account and add/drop courses. 
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After entering the required login information, select “Log In”. 
 

  
 
 
Based on the date the user logs 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. 
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Then select the term for which you need a letter of accommodation. 
 
 

 
 
 
To request accommodations for your course(s), select “Request”. 
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The system will automatically select all of your approved accommodations for your courses.  If you do 
not want to inform an instructor of a specific accommodation(s) that you have been approved for, you may 
simply de-select the corresponding checkbox.  Similarly, you may also select or de-select courses.  Selection of 
at least one accommodation and one course is required to submit. 
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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 a re-evaluation appointment, please stop by the office or contact us at 
562-938-4558 for LAC or 562-938-3921 for PCC. 
  

 
 
 
Please read our privacy and security policy, select the box “I agree to the terms outlined above” and click 
submit. 
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Your professor(s) will receive an email indicating that your letter of accommodations 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 
Viking student system. 
 

 
 
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 or accommodation. 
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Once your instructor has confirmed reception of your accommodations 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”.  
 
 

 
 
You may select “main menu” for more available options, or you may download/print the letter by selecting “get 
letter” and following the steps in section 3 of this guide. 
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2. 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 “ok”.  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. 
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The letter exact letter that you allowed your instructor to see will be shown.  To save the 
document, select “File” and then “Save As…” at the top left-hand corner.  You can also print here. 

 
 
Give the file a memorable name.  The convention shown below is recommended for future reference.  Then 
click “save”.  You can also print this file if desired. 
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