
 

Last Revised: August 22, 2016 

1 

Disabled Students 
Programs and Services 
Clockwork User Guide: 
Accessing Course Notes 

 
 

 
 

Liberal Arts Campus  Pacific Coast Campus 
   
4901 East Carson Street  1305 East Pacific Coast Highway 
Long Beach, CA 90808  Long Beach, CA 90806 
(562) 938-4558  (562) 938-3921 
Room: A-1134  Room: GG-107 
Mon - Thurs: 8:00am - 6:00pm  Mon - Thurs: 8:00am - 6:00pm 
   



 

Last Revised: August 22, 2016 

2 

 
Table of Contents 

 
 
 
 

Chapter          Page 
 

 Select a Notetaker ................................................................................................................................. 3 

 Download Course Notes ...................................................................................................................... 10 

 Notetaker Availability/Notes Questions ................................................................................................. 13 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Last Revised: August 22, 2016 

3 
 

 Select a Notetaker 
 

In order to access available notes for your course(s), DSPS students must meet the following requirements: 

1. Have completed a DSPS “Intake Appointment”. 
2. Have been approved by a DSPS counselor for “note-taking assistance”. 
3. Be officially enrolled in any course(s) you are requesting notes for. 

 

Qualifying DSPS students may start by selecting “Course Notes” to view available notetakers for your classes. 

 
You will be brought to the notetaking program help page.  Click on the link at the bottom of the page to select 
your course notetaker(s). 
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Students who have not been approved for a notetaker by a DSPS counselor will see the following message. 
If you see this message, please contact the DSPS office to schedule an intake appointment with a counselor. 
 

 
 
If you have been approved for a notetaker, the courses you are currently enrolled in will be shown and you may 
continue.  Wait-listed classes will not be displayed until you are officially enrolled.  If you do not see your 
enrolled courses, please click the box next to “show term” and ensure that the correct term is displayed. 
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If you need a notetaker for your course (example: Elect 225) click “change this” next to the course 
under “I require a notetaker”. 

 
 

 

Then select “ok” to continue. 
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The system will then indicate that you need a notetaker for the corresponding course.  You may 
now choose a course notetaker by clicking “select a notetaker”. 

 
 
All available notetakers for the course will be shown by name.  It is recommended that DSPS students review 
sample notes for available notetakers and select one that best suits their needs.  Sample notes are not required to 
be related to the course and are only examples.  Click “check sample notes” to continue. 
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You can simply click directly on the sample notes link to download and view them.  The title will 
likely include “priority registration” or “service hours” in the file name for administrative purposes. 

 

 
Example Sample Notes: 

Notetakers should list their name, telephone number, date and time of the lecture, instructor name, and any 
relevant referential information at the top as shown. 
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If the quality of notes is acceptable select “back to choose note taker”.  

 

 

You may also view notes of other available notetakers registered in the course.  When you are ready 
to select a notetaker, select “choose this notetaker”. 
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Then confirm that you would like to be assigned to this notetaker for the term. 

  

 

Notetaker availability will then display as “successfully assigned”.    You may complete these same steps 
for the remainder of your courses.  Each notetaker you select will receive an email notifying them that they 
should begin uploading course notes.  You will receive an email each time your course notetaker uploads notes. 
Please refer to section 2 on the next page for information on how to download course notes. 

 

 

If a notetaker is not available or you have questions regarding notes, please refer to section 3 below. 
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 Download Course Notes 
 
 
You will automatically receive an email when notes have been uploaded for a course in which a notetaker was 
selected.  You must login and select a notetaker for your course(s) as shown in section 1.0 before continuing 
with the steps below.  If you do not complete the steps outlined in section 1 of this guide you will be unable to 
download notes using this system. 

 
 
 
Please log back into the online student system and select the link shown below from the Note Taking Program 
Homepage. 
 

 

https://clockwork.lbcc.edu/ClockWork/user/misc/login.aspx
https://clockwork.lbcc.edu/ClockWork/user/misc/login.aspx
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If you have identified a notetaker for your course, select the “notes” button. 

 
 
Then click the “view notes” button for the notes you need to review. 
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Select “open with” and use the default program. 
 

 
 
Notes for the course will be displayed.  Return to section 1 of this guide and repeat the steps for all the courses 
you need a notetaker for. 
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 Notetaker Availability/Notes Questions 
 
 
Generally, the absense of note availability involves the following: 
 
1. Notetaker Not Available for Course 
2. Notetaker Withdew from Course 
3. Questions Regarding Notes 
 
 
Please review the descriptions below for more information on how to address your questions. 
 
 

1. Notetaker Not Available for Course 
 
 
If you mark a class "yes" under the “require a notetaker section” and the course shows that "none are available 
at this time", an email will automatically be sent to your instructor informing them that a notetaker is needed for 
the course.   
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The email will request that the instructor make a general announcement to the class asking for 
a volunteer notetaker. 
 
 

 
 
If a notetaker does not volunteer one week after the announcement is made, please notify the DSPS office at 
562-938-3921 for PCC or 562-938-4558 for LAC for assistance. 
 
 

2. Notetaker Withdrew from Course 
 
If your designated notetaker can no longer provide notes for one or more of your courses, they may 
withdraw using the system.  If this happens you will automatically receive an email like the one below. 
 

 
 
You may then select another notetaker using the same steps outlined in section 1 of this guide. 
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3. Questions Regarding Notes 

 
 
If you have any questions regarding your notes, please contact your notetaker directly by clicking "notetaker 
contact info". 
 

 
 
 
 
If you are unable to contact your notetaker for questions regarding your notes a week after an attempt, please 
notify the DSPS office at 562-938-3921 for PCC or 562-938-4558 for LAC for assistance.  Be sure to log out 
when you are finished using the system. 
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