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Instructor Portal
https://clockwork.wpi.edu/ClockWork/user/instructor/default.aspx

Instructors have individualized access to an instructor portal that will display each class they are teaching for the
selected term. Professors will be able to:

e View and acknowledge accommodation letters requested by class.
e Provide exam information and upload exams for any tests scheduled in the Exam Proctoring Center (EPC).

The picture below is what you will see when you first visit the instructor portal link (provided above).
1. Select the “courses” tab at the top of the screen.

WPI

¢ Courses Accommodation letters Help
Instructor Information

Welcome to the Instructor Information website. You can use this website to:

« View accommodations that have been assigned to your students
« Tell us about your upcoming mid-terms, tests or quizzes

Please click the courses link in the menu in order to get started. You will be asked to login using your school login account.

Office of Disability Services | 124 Daniels Hall | Worcester, MA 01609-2280 | Phone: +1-508-831-4908 | disabilityservices@wpi edu

2. Enter your school login through the Central Authentication Service (CAS).

Worcester Polytechnic Institute

Central Authentication Service (CAS)

Enter vour Username and Password For security reasons, please exit your web browser when you are
. done accessing services that require authentication!

Username:

Password:

Warn me before logging me into other sites.

LOGIN |  clear

Copyright & 1995 - 2012 Worcester Polytechnic Institute | 100 Institute Road, Worcester, A D1609-2280 | +1-508-831-5000
Feedback & Questions | Legal & Trademark Notices | Privacy Statement



https://clockwork.wpi.edu/ClockWork/user/instructor/default.aspx

3. Once you enter your username and password, you will be at the main menu that lists your courses and are ready to
proceed with the guides below.

WPI

% instructor . log out
Courses Accommodation letters Help

Courses Show term: | Summer Session E2-Term 2015 ¥ | | Refresh |

Your courses are listed below. For instructions, click the "Help' link.

Course ‘ Options
Clockwork2 545456 Accommodation Letters
SECTION: 001 (TERM: Summer) Tests and Exams
Clockwork3 1212 Accommodation Letters
SECTION: 001 (TERM: Summer) i Tests and Exams
TESTING CLOCKWORK Accommodation Letters
SECTION: 01 (TERM: Summer) 7 Tests and Fxams
TesTING3 5456 Accommodation Letters
SECTION: 001 (TERM: Summer) w5 Tests and Exams
TestTest 4321 Accommodation Letters
SECTION: 002 (TERM: Summer) Tests and Exams

¢ indicates that there is at least one future test/exam in the system for the course

Office of Disability Services | 124 Daniels Hall | Worcester, MA 01609-2280 | Phone: +1-508-831-4908 | disabilityservices@wnpi.edu




Accessing Accommodation Letters

Instructors will be notified via email when a student requests an accommodation letter for that course. The email will
include a hyperlink directly to that letter for that student.
1. Click on the hyperlink to view and acknowledge receipt of that accommodation letter.

From: disabilityservices @WPI.EDU Sent: Sun 8/16/2015 12:18
To: Rosen, Laura

Ca

Subject: Accommodation Letter Motification for TEST 4321 section 01 Laura Rosen Irosen@wpi.edu

Dear Professor Rosen,

One of your students has registered with the Office of Disability Services has an accommodation letter ready for your

review.

\ Please click on the link below to login and review the letter:
Fttps:ﬂclockwork.wpi.edquIockWorkfuserlinstructorlilet‘ter.aspx? \>
pid=7iMdCpatQ3HAIgLOt3W7IJBNM Im MKSGLr&lucid=6hYJZFI%2f2ROFdgOxyS5143U1i50Pw7emRn7VsMtXrAQ%3d

If you have any questions or concerns please do not hesitate to contact us.
Thank you,

Office of Disability Services
124 Daniels Hall
P:508-831-4908
F: 508-831-4158

2. You will then be prompted with options to:
A. View the accommodation letter (PDF file)
e C(Click on “Review PDF Letter” to see the student’s accommodation letter.
B. Confirm receipt of the accommodation letter.
e Select the checkbox that acknowledges you have received and reviewed the letter.
e Click the submit button.

@ WPI

' & Instructor . 0g oul

Courses Accommaodation letters Help

Accommodations for ClockworkStudent, Test . 1231231 TesTING3 5456 section 001 (Summer): Test, Instructor
Step 1: Review the accommeodations letter

When you ciick on the button below, a copy of the student's accommodation letter will be provided for viewing and/or saving. Please review
this fetter and then proceed to step 2 below.

A —» Review PDF Letter |
Step 2: Confirm receipt of the accommodations letter

Please indicate below that you have received and reviewed this letter. If you have any questions or concerns please contact us

B :2[ | acknowledge that | have received and reviewed this Accommodation Letter ]
$ Subemit

Omce of Disabllity Services | 124 Daniels Hall | Worcester. MA 01609-2280 | Phone: +1-508-831-4808 | disabilitysen




Rather than clicking on each link that is received by email, you can also view all of the letters that have been sent to you
for the courses you are teaching.

1. Begin by logging into the instructor portal and selecting the “Accommodation letters” tab. (Please see pages 2-3 for
instructions to log into the instructor portal).

WPI
N\

Courses Accommodation letters Help

Instructor Information
Welcome to the Instructor Information website. You can use this website to:

« View accommodations that have been assigned to your students
« Tell us about your upcoming mid-terms, tests or quizzes

Please click the courses link in the menu in order to get started. You will be asked to login using your school login account

Office of Disability Services | 124 Daniels Hall | Worcester, MA 01609-2280 | Phone: +1-508-831-4908 | disabilityservices@wpi.edu

2. Alist of courses and students will appear (see below). For each student, you will be able to see the date the letter
was requested, the date you acknowledged the letter (if applicable), and a link to view and acknowledge the letter.
If you are not seeing the correct courses, make sure the correct term is selected by using the drop down arrow in
the upper right-hand corner and clicking “refresh”.

Courses Accommodation letters Help

Accommodation Letters

Accommodation letters for your students that are currently available are listed below. The "Your confirmation' column lists the date that you
confirmed receipt of the accommodation letter; blank entries mean that you have not yet confirmed receipt for that letter. To view a list of student
letters by course, click the 'Courses' link above.

Date letter Your

Eous Sz available confirmation pE
TEST 4321 section 01 (2015 Summer Session Test Aug 16, 2015 View letter
E2 Term) ClockworkStudent
Laura’s Test 1234 section 01 (2015 Summer Mary Baddam Aug 16, 2015 View letter
Session E2)
Laura’'s Test 1234 section 01 (2015 Summer Test Aug 16, 2015 Aug 16, 2015 View letter
Session E2) ClockworkStudent
TestTest 4321 section 002 (Summer) Mary Baddam Aug 16, 2015 View letter
TestTest 4321 section 002 (Summer) Test Aug 14, 2015 View letter

ClockworkStudent

Office of Disability Services | 124 Daniels Hall | Worcester, MA 01609-2280 | Phone: +1-508-831-4908 | disabilityservices@wpi edu

3. If you have not reviewed and acknowledged receipt of the student’s letter, click on “View letter” on the left-most
column.

~ & losen _log out
Courses Accommodation letters Help

Accommodation Letters Show term: | Summer Session E2-Term 2015 v | | Refresh

Accommodation letters for your students that are currently available are listed below. The "Your confirmation’ column lists the date that you
confirmed receipt of the accommodation letter; blank entries mean that you have not yet confirmed receipt for that letter. To view a list of student

letters by course, click the 'Courses' link above \
Date letter Your
D Srcens available confirmation N e
TEST 4321 section 01 (2015 Summer Session  Test Aug 16, 2015
E2 Term) ClockworkStudent
Laura's Test 1234 section 01 (2015 Summer Mary Baddam Aug 16, 2015 View letter
Session E2)




4. You will then be prompted with options to:
C. View the accommodation letter (PDF file)
e C(Click on “Review PDF Letter” to see the student’s accommodation letter.
D. Confirm receipt of the accommodation letter.
e Select the checkbox that acknowledges you have received and reviewed the letter.
o Click the submit button.

@ WPI

= d instructor  log ous

Courses Accommodation letters Help

Accommodations for ClockworkStudent, Test . 1231231 TesTING3 5456 section 001 (Summer): Test,Instructor
Step 1: Review the accommodations letter

When you click on the button below, a copy of the student's accommodation letter will be prowided for viewing andfor saving. Please review
this letter and then proceed to step 2 below.

A —9 Review PDF Letter |

Step 2: Confirm receipt of the accommodations letter

Please indicate below that you have recerved and reviewed this letter If you have any questions or concerns please contact us

B :2[ | acknowledge that | have received and reviewed this Accommodation Letter ]
$ Submit |

Omice of Disabllity Services | 124 Danlels Hall | Worcester, MA 01609-2280 | Phone: +1-508-831-48908 | disabilityservices@wpl edu




Exam Accommodations through the EPC

If you are not planning to utilize the Exam Proctoring Center (EPC) for the administration of testing accommaodations,
you can skip the remainder of this guide.

Informing the EPC about an upcoming exam
1. Begin by logging into the instructor portal and selecting the “Courses” tab. (Please see pages 2-3 for instructions to
log into the instructor portal).

WPI

( Courses Accommodation letters Help

Instructor Information
Welcome to the Instructor Information website. You can use this website to:

= View accommodations that have been assigned to your students
» Tell us about your upcoming mid-terms, tests or quizzes

Please click the courses link in the menu in order to get started. You will be asked to login using your schoal login account

Office of Disability Services | 124 Daniels Hall | Worcester, MA 01609-2280 | Phone: +1-508-831-4908 | disabilityservices@wpi edu

2. You will see a list of courses you are teaching for the term indicated in the upper right-hand corner. To add your
testing information and to upload an exam, select the “Tests and Exams” under the options column for that
particular course. Note: If a student has scheduled to an exam in the EPC for any given course, a yellow star will
appear next to the “Test and Exams” link for that course.

WPI

- a Irosen . log out
Courses Accommodation letters Help

Courses Show term: | Summer Session E2-Term 2015 v | | Refresh

Your courses are listed below. For instructions, click the 'Help' link

Course \ ‘ Options
Laura's Test 1234 \ Accommodation Letters
SECTION: O1 (TERM: 2015 Summer Session E2) w7 Tests and Exams
TEST 4321 Accommodation Letters
SECTION: 01 (TERM: 2015 Summer Session E2 Term) Tests and Exams
TestTest 4321 Accommodation Letters
SECTION: 002 (TERM: Summer) Tests and Exams

I indicates that there is at least one future test/exam in the system for the course

Office of Disability Services | 124 Daniels Hall | Worcester, MA 01609-2280 | Phone: +1-508-831-4908 | disabilityservices@wpi.edu

i. Under the heading “Tell us about an upcoming test,” type in the date or click the calendar icon next to the date
field. Click “Add this test.”

WPI

= a instructor . log out
Courses Accommodation lefters Help

Scheduled tests and examinations for:

Clockwork2 545456 section 001 (Summer): instructor (2015.un 16 t0 Aug 301

Your scheduled accommodated examinations for this course are listed below. Please select the Update link for the test you are providing
information or materials for.

Tell us ab: i /
Date of test | Add this test

Tests and exams.

Submitted

Previously
file

Wies confirmed

No records to display.

Date of test ‘ Class test time

Back to course list

Office of Disability Services | 124 Daniels Hall | Worcester, MA 01609-2280 | Phone: +1-508-831-4908 | disabilityservices@wpi.edu




ii. Atest detail wizard will appear to walk to through the needed exam information. Start by confirming the date
and entering the start & end time. Next to the course title, there is an option to check-off if the exam is a final
exam (versus a regular test or quiz). Once complete, click “Next.”

= & instructor  log out

1. Test details 1. Test / Exam Information

2. Students
Course’ | TESTING CLOCKWORK sect. 01 (Summer) ¥ This is a final exam

3. Test Information

4. Submit changes Please enter the criginal test start and end times manually, or click on the clock icons to pick from a list.
We will calculate and apply appropriate time extensions. If you must cancel this test booking, please
contact us.

Date of test (yyyy-mm-dd) | oo150000 |

Test start time: o
Test end time o \
Cancel

Office of Disability Services | 124 Daniels Hall | Worcester, MA 01609-2280 | Phone: +1-508-831-4908 | disabilityservices@wpi.edu

iii. Since there are no students scheduled to-date, just select “Next”

% & instructor . log out

1. Test defails 2. Students scheduled to-date for
2. Students Below is the list of students that have registerad to write this test with us so far. Please review this list and
3. Test Information click the "Next' button at the bottom of the page to continue
4. Submit changes
:‘;g“”‘ Ransh e Time Acknowledge receipt
None yet. g—

Previou: Next g Cancel

Office of Disability Services | 124 Daniels Hall | Worcester, MA 01609-2280 | Phone: +1-508-831-4908 | disabilityservices@wpi.edu

iv. You will need to enter the exam information. At the end of the questionnaire, click “Next.”



% & instructor . log out

1 Test details 3. Test Information for
2. Students
3. Test Information CONTACT INFORMATION
4 _Submit changes Office phone
extension

Office location

Department

TA CONTACT INFORMATION (IF APPLICABLE)

TA Name

EXAM DELIVERY AND RETURN

How will exams be DELIVERED to the EPC?
Professor will upload exams directly to the EPC
Professor or TA will hand deliver exams to the EPC
Students will pick up and deliver the exam to the EPC

How will exams be RETURNED to you?
Exams will be scanned and emailed to the professor
Professor or TA will pick up the exams from the EPC

STUDENT QUESTION

If the student has a question, the EPC staff may not necessary knowledge to
answer it an will have to contact the professor or TA in order to clarify the query
of the student.
If the student has a question during their exam, what is the best way to reach
you?

Email

Office Phone

Cell Phone(please specify)

Other (please specify)

Comments:

MATERIALS ALLOWED

Please specify which tools are allowed during the exam.
None
Scientific Calculator
Programmable Calculator
One sheet of notes
Open Notes
Open Book
Internet Access
Comments

Additional Exam
Comments

Previous ancel

Office of Disability Services | 124 Daniels Hall | Worcester, MA 01609-2280 | Phone: +1-508-831-4908 | disabilityservices@wpi.edu

v. You will need to confirm the entered exam details entered in the previous screen and upload the exam file (if
you are submitting the exam online). Select “Submit Changes”



Professor will upload

exams directly to the EPC yes
Exams will be scanned and es
emailed to the professor Y

Email yes
MNone yes

File upload
Note: If you are not able to upload a digital copy of the exam here, a paper copy of the exams,

booklets and/or scantron sheets (for each student registered in your course) must be delivered to the
Exams Office in advance of your scheduled test or exam, at least one business day in advance.

Select test/exam file to subr '

Sample Exam.docx
Please note that you must click the Submit chan utton in order to confirm your test to us.
*# Please print a copy for your records

< Previous Bubmil changes | | Cancel

isability Services | 124 Daniels Hall | Worcester, MA 01608-2280 | Phone: +1-508-831-4908 | disabilityservices@wpi.edu

vi. You will know the exam and related information has been submitted to the Exam Proctoring Center once the
screen below appears.

WPI

% & instructor _ log out
Courses Accommodation lefters Help

Test / Exam submission complete

Thank you for submitting your test / exam

| Back to courses list | | Back to test listing | | Logout |

Office of Disability Services | 124 Daniels Hall | Worcester, MA 01609-2280 | Phone: +1-508-831-4908 | disabilityservices@wpi.edu

i A test date will be listed in and a “confirm” hyperlink will appear on the last column. Click on the
hyperlink.

WPI

% & instructor _ log out
Courses Accommodation letters Help

Scheduled tests and examinations for:

TESTING CLOCKWORK section 01 (Summer): instructor (2015 un 16 to Aug 30/

Your scheduled accommodated examinations for this course are listed below. Please select the Update link for the test you are providing
information or materials for.

Tell us about an upcoming test

Date of test Add this test

Tests and exams:

Previously | Submitted
confirmed file

Test August 28 11:00 AM (50 minutes) No < ? Confirm
Friday (2015) Last modified: 2015-08-16

Type Date of test Class test time

ii. Confirm the date and time listed and click “Next”



iv.

% & instructor . log out
1. Test details 1. Test / Exam Information
2. Students
3 Test Information
4_Submit changes

Course: TESTING CLOCKWORK sect. 01 (Summer)

Please enter the original test start and end times manually, or click on the clock icons to pick from alist.
We will calculate and apply appropriate time extensions. If you must cancel this test booking, please
contact us.

Date of test (yyyy-mm-dd): 2015-08-28 =

Teststarttime [ 1i00av |0
Testendtime: [ 1isomv |0

Office of Disability Services | 124 Daniels Hall | Worcester, MA 01609-2280 | Phone: +1-508-831-4908 | disabilityservices@wnpi.edu

You will see a list of students that have scheduled to date. You will have the option to acknowledge receipt
of the exam request or that you have questions about the request and will contact the student to discuss it
further. This will allow you to see if any students have signed up for times other than the class time and
either approve the time or speak with the student. Once this step is complete, click “Next.”

% & instructor . log out

1. Test defalls 2. Students scheduled to-date for
2. Students Below is the list of students that have registered to write this test with us so far. Please review this list and
3. Test Information click the 'Next' button at the bottom of the page to continue
4. Submit changes
Z:‘;g”‘t Name | pote Time Acknowledge receipt
Test August28 | 1L:00 AM to . ] ]
ClockworkSty Fray (2015 | 12:15 PM Tacknowledge receipt of this exam request and agree to provide a copy of the
(1231231) st
I have questions about this request and will contact the student.
Mary August28  9:00 AM to
Baddam Friday (2015) | 9:50 AM I acknowledge receipt of this exam request and agree to provide a copy of the
n test, -
I have questions about this request and will contact the student. /

Previou. @ Cancel

Office of Disability Services | 124 Daniels Hall | Worcester, MA 01608-2280 | Phone: +1-508-831-4908 | disabilityservices@wpi edu

You will need to enter the exam information. At the end of the questionnaire, click “Next.”



% & instructor. log out

1 Test details 3. Test Information for
2. Students
3. Test Information CONTACT INFORMATION
4. Submit changes Office phone
extension

Office location

Department

TA CONTACT INFORMATION (IF APPLICABLE)

TA Name

EXAM DELIVERY AND RETURN

How will exams be DELIVERED to the EPC?
Professor will upload exams directly to the EPC
Professor or TA will hand deliver exams to the EPC
Students will pick up and deliver the exam to the EPC

How will exams be RETURNED to you?
Exams will be scanned and emailed to the professor
Professor or TA will pick up the exams from the EPC

STUDENT QUESTION

If the student has a question, the EPC staff may not necessary knowledge to
answer it an will have to contact the professor or TA in order to clarify the query
of the student.
If the student has a question during their exam, what is the best way to reach
you?

Email

Office Phone

Cell Phone(please specify)

Other (please specify)

Comments:

MATERIALS ALLOWED

Please specify which tools are allowed during the exam.
None
Scientific Calculator
Programmable Calculator
One sheet of notes
Open Notes
Open Book
Internet Access

Comments

Additional Exam
Comments

\
Previou‘ ‘m ancel

Office of Disability Services | 124 Daniels Hall | Worcester, MA 01609-2280 | Phone: +1-508-831-4908 | disabilityservices@wpi edu

v. You will need to confirm the entered exam details entered in the previous screen and upload the exam file (if
you are submitting the exam online). Select “Submit Changes”



Professor will upload

exams directly to the EPC yes
i o e pofecoor Y88
Email yes
Mone yes

File upload
Note: If you are not able to upload a digital copy of the exam here, a paper copy of the exams,

booklets and/or scantron sheets (for each student registered in your course) must be delivered to the
Exams Office in advance of your scheduled test or exam, at least one business day in advance.

Select test/exam file to subr '

Sample Exam.docx
Please note that you must click the Submit chan utton in order to confirm your test to us.
“ Please print a copy for your records

< Previous Bubmil changes Cancel

isability Services | 124 Daniels Hall | Worcester, MA 01608-2280 | Phone: +1-508-831-4908 | disabilityservices@wpi.edu

vi. You will know the exam and related information has been submitted to the Exam Proctoring Center once the
screen below appears.

% & instructor_log out
Courses Accommodation lefters Help

Test / Exam submission complete

Thank you for submitting your test / exam

‘ Back to courses list ‘ ‘ Back to test listing ‘ ‘ Logout ‘

Office of Disability Services | 124 Daniels Hall | Worcester, MA 01609-2280 | Phone: +1-508-831-4908 | disabilityservices@wpi.edu

Updating Previously Entered Exam Information
1. Go to the Text/Exam section for that course

% & lrosen . log out
Courses Accommodation letters Help

Courses Show term: [Summer Session E2-Term 2015 ¥
Your courses are listed below. For instructions, click the 'Help' link.
Course \ | Options
Laura's Test 1234 \ Accommodation Letters
SECTION: 01 (TERM: 2015 Summer Session E2) 7 Tests and Exams
TEST 4321 Accommodation Letters
SECTION: 01 (TERM: 2015 Summer Session E2 Term) Tests and Exams
TestTest 4321 Accommodation Letters
SECTION: 002 (TERM: Summer) Tests and Exams

= indicates that there is at least one future test/exam in the system for the course

Office of Disability Services | 124 Daniels Hall | Worcester, MA 01609-2280 | Phone: +1-508-831-4908 | disabilityservices@wpi.edu

2. Select “Review file” on that exam date.



= d instructor . log out
Courses Accommodation letters Help

Scheduled tests and examinations for:

TESTING CLOCKWORK section 01 (Summer): instructor (2015Jun 16 to aug 30)

Your scheduled accommodated examinations for this course are listed below. Please select the Update link for the test you are providing
information or materials for.

Tell us about an upcoming test

Date of test: [E | Add this test

Tests and exams: o

Type Date of test Class test time

Test August 28 11:00 AM (50 minutes)

[ Confirm
Friday (2015) Last modified: 2015-08-16

3. Confirm the test details. If there are any inaccuracies, click previous and follow the instructions for submitting
test information to the EPC. If you are just looking to switch the exam file, continue to the next step.

4. Under file upload at the bottom of the screen, you can view or remove the previously uploaded exam on the
right, or upload a new/additional file on the left. Please note: The previous exam should be deleted before
uploading the new version of the exam (unless you would like the exam to have more than one attachment).
Click “submit changes” when complete.

File upload

Note: If you are not able to upload a digital copy of the exam here, a paper copy of the exams,
booklets and/or scantren sheets (for each student registered in your course) must be delivered to the
Exams Office in advance of your scheduled test or exam, at least one business day in advance.

Select test/exam file to submit: Previously uploaded tests:

Select Sample Exam.docx view

Please note that you must click the Submit changes button in ori confirm your test to us
# Please print a copy for your records
Previous Submit changes ) | Cancel

Disability Services | 124 Daniels Hall | Worcester, MA 01609-2280 | Phone: +1-508-831-4808 | disabilityservices@wpi edu

Additional Questions?

Please contact the Office of Disability Services (E: disabilityservices@wpi.edu P: 508-831-4908) or the Exam Proctoring
Center (E: epc@wpi.edu P:508-831-4955).



mailto:disabilityservices@wpi.edu
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