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Access Student Letters of Accommodation

Accommodation letters may be viewed and downloaded at any time. To get started, click on the Faculty SAS Portal
on the SAS website at www.cerritos.edu/sas/

STUDENT ACCESSIBILITY SERVICES (SA
DSPS

Students with limitations due to a disability may receive support services ai
Accessibility Services (SAS). Those students with physical, visual, hearing, sg
and intellectual disabilities as well as other health conditions, acquired brai
served.

=} SAS OFFICE UPDATE:

Even though the Student Accessibility Services office is closed, our
services are still available to students. All appointments will take
place online or by phone. You may reach us by phone or email as
follows or click one of the yellow buttons below for more information:

PHONE: (562) 860-2451 ext. 2335
VP: (562) 274-7164

EMAIL: sasapply@cerritos.edu =

APPLY TO SAS SAS STUDENT PORTA
SCHEDULE APPOINTMENT FACULTY SAS PORTAL
REGISTRATION INFO INFO FOR FACULTY

You will automatically be directed to the help page. You may select “courses” from this page. After you make your
selection, you will be prompted to login using your Cerritos College username and password.

Ty

Instructor Information

Walcoms 1o the Carrites Collaga SAS Instrucior information website. You can use this websiba 1o

Wienw SAS approved accommodations thal have been provided to your students

Email nobfications from the Clockwork system will be directed o your prefierred email address as you set using your PeopleSoft account. I you have any
further questions, please rafier to this Instructional Guide

You may clhick the courses link in the menu above fo get stared. You will be asked to logmn using your Cerritos College PeopleSoft 1D and password
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http://www.cerritos.edu/sas/
http://www.cerritos.edu/sas/

This page will display all courses that you currently teach for the selected semester. The system will default to the
current semester. To view an upcoming semester’s accommodation letters, select the arrow next to the drop-down

menu and select the appropriate semester.

MEIEEE. STUDENT ACCESSIBILITY SERVICES

0000000 . log
Courses Accommodation leiters Hel
¥  Rukeh

Courses Show term: Summer 2021

¥ IISES Sia Bl Delow. For ;e FUCHON K ihe He K
Caurse Optians
TEST TEST Accommaodation Letters
SECTHON: TEST (TERM: 1218)

With the correct course selected, click “Accommodation Letters” to see any students in a specific course who have
requested accommodations. Please check regularly as students may request accommodations throughout the semester.

MEIEEE. STUDENT ACCESSIBILITY SERVICES

g
Courses  Accommodation letters  Help
Show lem Summer 2021 ¥ Rafrash
our cowrses are lisied below. For mstruchons, click the "Help® link
Course Options
TEST TEST Accommodation Letters
SECTIONE: TEST {TERM: 12186
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All SAS students who are enrolled in the selected course and have submitted letters will display alongside any student whose
accommodation letter you have confirmed received. Select the student whose accommodation letter you would like to view

by clicking the button next to their name and selecting “view letter.”

m - STUDENT ACCESSIBILITY SERVICES

8|

0000000 . logg ot

Courses Accommodation letors Hilp

Accommadation Letters for TEST TEST TEST

Plaase salect the studant bsiow

TEST TPRD  off—

Back o courses

On the next page, select the “review PDF letter” button. A PDF file will pop up in your browser. If it is blocked,
select “allow.” Then select “ok.”

000000 leg o

{EE-% - STUDENT ACCESSIBILITY SERVICES

Courses Accommodation letiers Help

Accommedations for TEST, TPRO , TEST TEST TEST sechon TEST (1216)

Step 1: Review the accommodations latter

When pou chick on he bution below, & capy of e student’s accommodabon fatter wall be provided for viewing andfor saving
Fleasa raview this lelfar and hen proceed (o slep 2 balow

Review FOF Lefer

Step 2: Ronfirm receipt of the accommodations hatter
Flgsage indicale bakow [hal you have received and revieswed s falfar I you have any queshons or cancemns plaase confact us

| acknowlsdge that | have recenved and raviewsd (his Accommaodation Ledlar




The student’s accommodation letter and general message are enclosed; please read it in its entirety. You may save or
print this file for future reference.

Student
Accessibility
Services CONFIDENTIAL

Date: May 25, 2021
To:  Prof. Test Instructor 1

Re: Accommodations for TPRO TEST. Student Mo. TEST
Class: TEST TEST Section: TEST

TPRO is enrollad in your course and has documentation of 3 qualifying disabiity on file with Student Accessibility
Services (formerly DSPS). TPRO has been approved for the following accommodations:

CLASSROOM ACCOMMODATIONS:

- Sign Language intespreters

= Use of a spelichecker

= Accessible seating: table

= Excused disabiliy-necessiated absences

EXAM ACCOMMODATIONS:
Peone

Accommodations for students with disabities. minimize the impact of the disability on student performance and
allow the student equal opp to & thedr . All accommodations are determined on an
individusized basis. Please note that exam sccommaod atons apply to all exams and quizzes, including those in
bath traditional and ondne classes.

Some . such as pr seating, will not apply in the onlinefremote environment. while
others will be provided differently. For more info:

» Exam lons and ring info

- Information on captioning

All information in this letter is confidential and is being provided with the student's permission. ANl discussions and
dealings with the siudent should be conducied in a confidential manner outside of regular class ime. Please
refrain from discussing this information with, or in the presence of, other students andior facullty without the
student's consent.

If you have any of COMCems these r accommodations., of need assistance
implementing them, please contact me as soon 88 poasible; my contact information is listed below.

Thank you for your assistance in ensuring that this student has access to hisfher mandated accommodations.

Sincerety,

After closing the file, select the checkbox indicating that you have reviewed the letter and then select “submit.”

CE’% : STUDENT ACCESSIBILITY SERVICES

1000000 _ log out

Accommodations for TEST, TPRO , TEST TEST TEST section TEST (1216)

Step 1: Review the accommodations letter

When you ciick on the button below & copy of the sfudent’s sccommodation ltter wall he provided for Wewing endior saving
Please review thig lefter and then proceed to step 2 below

Review FOF Lettes

| acknowledge that | have received and reviewed thes Accommodation Letter

“~




The date the accommodation letter was viewed will be saved. Select the “accommodation letters” button to view all
letters that have been sent by students in your class.

m , STUDENT ACCESSIBILITY SERVICES

TEST TEST section TEST (1216)

Step 1: Review the accommodglions letter

Vet poo ok an he bution below, a copy of e slpaant's accommodation keihar wal be provided fo vawing and@r saving
Fiease ravary s lefler and thive prooeid [0 Shep 2 Daow

Review PDF Leter

Step 2: Confirm receipt of the accommodations letter

Mo SChOn &5 roguingd - you confirmed necegd of Bis Accommodalions Letler on

May 25 2021 . 9:88 AM

All accommodation letters that have been submitted for any of your classes during the semester selected will display.
Select “view letter” to view any file at a later time. When done, click “log out.”

000D Jog oul

Accommodation letters  H

Accommodation Letlers Show 16 Summer 2021 ) oo

ACcommiodation eflars for your stuoents that are currantly avasabie are istod below The “our confirmation’ column lists the date thal youl conbirmad racaipt
of 1 accommodation ktter, blank enines madn bl you have nal yal confimmdd mecoipl or (hat hefled. To v 8 k81 of studen fes by course, click the
‘Coursas’ ink above

Course Student | Date letter available | Your confirmation | Litter
TEST TEST section TEST (1216) TEST, TRRO . TEST fay 24, 2021 Koy 25, 2021 Vi

SAS Oniira Stoden! Serdices
PHONE (S350 BE-2051 me] 2008
VF (58

EMAIL sasapphifEamin el

IT4-T164



Upload Testing Materials and Parameters

Your SAS account may be used to upload student testing information and materials. Only the instructor who submitted the
test and certified SAS staff may access testing materials. All provided testing documents are stored on a secure SAS server
and treated as highly confidential. Click the link below to start.

https://clockwork.cerritos.edu/clockwork/user/instructor/default.aspx

Please read the informational text and select the “courses” button.

STUDENT ACCESSIBILITY SERVICES

fog out

Courses Accommodation letters Help

Instructor Information

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

View SAS approved accommodations that have been provided to your students

Email notifications from the Clockwork system will be directed to your preferred email address as you set using your PeopleSoft account. If you have any
further questions, please refer to this Instructional Guide or this Instructional Video.

You may click the courses link in the menu above to get started. You will be asked to login using your Cerritos College PeopleSoft ID and password.

SAS Online Student Services
FHOME: {568Z) 800-2451 ext. 2335
VP (562) 27471684
EMAIL: sasapply@cemitos. edu

Enter your Cerritos College user ID (ex: JSMITH) and password, then click login.

L _SAS STUDENT ACCESSIBILITY SERVICES

Instructor Log In

Please enter you Cermitos College User (D and password below.

& EXAMPLE

=> T

274-7154
EMAIL: sasapplyf@eerritos. edu


https://clockwork.lbcc.edu/clockwork/user/instructor/default.aspx

Please verify that the correct term is selected. You may view different terms by selecting the down-arrow to the right of the

“show term” menu and from the menu select the term.

Courses Accommodation letters Help

a log out

Courses Show term:

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

Course

Fall 2021

v

| Refresh

A&P 150 Intro To Human Anatomy
SECTION: 28982 LEC (TERM: 1219)

A&P 150 Intro To Human Anatomy
SECTION: 29453 LAB (TERM: 1219)

BIOL 200 Principles of Biology
SECTION: 20117 LEC (TERM: 1219)

BIOL 200 Principles of Biology
SECTION: 21874 LAB (TERM: 1219)

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

Spring 2017
Summer 2017
Spring 2018
Summer 2018
Spring 2019
Fall 2019
Spring 2020
Fall 2020
Spring 2021
Fall 2021

[ (]
A

tters
Tests and Exams

Accommodation Letters
Tests and Exams

The term selected will display all of the courses you teach for that session. To continue, select “Tests and Exams” next to

the course which has an upcoming exam.

Courses Accommodation letters Help

log out

Courses Show term: Fall 2021

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

Course

~ | Refresh

Options

A&P 150 Intro To Human Anatomy
SECTION: 28982 LEC (TERM: 1219)

A&P 150 Intro To Human Anatomy
SECTION: 29453 LAB (TERM: 1219)

BIOL 200 Principles of Biology
SECTION: 20117 LEC (TERM: 1219)

BIOL 200 Principles of Biology
SECTION: 21874 LAB (TERM: 1219)

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

Accommodation Lefters

Tests and Exams

Accommodation Letters

Tests and Exams

Accommodation Letters

Tests and Exams

Accommodation Letters

Tests and Exams



This will bring you to the Test/Exam Information screen. The page will show any of your previously scheduled tests for the

course selected, and allow you to schedule additional tests for the course. To schedule a new test, select the mini calendar to
the right of the “Date of test” field box.

log out
Courses Accommodation letters Help

Scheduled tests and examinations for:

A&P 150 Intro To Human Anatomy section 28982 LEC (1219): (2021 Aug 1€ fo Dec 17)

Your scheduled accommodated tests for this course are listed below. You may use this page to add a new test or adjust the parameters of an existing one.
To add a new test, click the calendar, add a date, and then select "add this test". To adjust parameters for existing tests select "confirm” next to the test
definition.

Tell us about an upcoming test

Date oftest | /4oy => =R Add this test

Tests and exams:

Previousl Submitted
Type Date of test Class test time Y Action
confirmed file
Test August 15 8:00 AM (80 minutes) @ Yes (] g
Sunday (2021) Last modified: 2021-08-13 Review Confirm/Edit
file

Select the date when the exam will actually be taking place. Use the arrows to navigate between months. Then click “add
this test”.

log out
Courses Accommodation letters Help

Scheduled tests and examinations for:

A&P 150 Intro To Human Anatomy section 28982 LEC (1219): (2021 Aug 1€ fo Dec 17)

Your scheduled accommodated tests for this course are listed below. You may use this page to add a new test or adjust the parameters of an existing one.

To add a new test, click the calendar, add a date, and then select "add this test”. To adjust parameters for existing tests select "confirm” next to the test
definition.

Tell us about an upcoming test

Date oftest | g/31/9021 Bl Add this test <::=

Tests and exams:

Previous! Submitted
Type Date of test Class test time Y Action
confirmed file
Test August 15 8:00 AM (60 minutes) © Yes (] g
Sunday (2021) Last modified: 2021-08-13

Review Confirm/Edit
file



The course, term, and test date previously selected will automatically populate on this page. You may select “cancel” at any
time during the following steps to start over. Select the mini clock to the right of the “Test start time” text box to continue.
Select the time the course starts and repeat for the time the course ends in the adjacent field. Do not include additional
testing time as our office will account for any extra time.

log out
1. Test details 1. Test / Exam Information
2. Students It you are submitting a midterm or D]l.,liZ: plEEISE leave the "This is a final exam" box de-selected.
3. Test Information

4. Submit changes Course: A&P 150 Intro To Human Anatomy sect. 28 ¥ [ This is a final exam

Please enter the original 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: 8/31/2021

Test start time:

Test end time: - <:=

8:00am

8:.05am Previous Next Cancel

8:10am

1e Student Services
8:15am ¥ 2)560.2451 ext. 2335
WP: (562) 274-T164
EMAIL: sasapply@cerrites.edu

With the correct times entered, click “Next”

log out
1. Test details 1. Test / Exam Information
2. Students If you are submitting a midterm or quiz, please leave the "This is a final exam" box de-selected.
2. Test Information

4. Submit changes Course: A&P 150 Intro To Human Anatomy sect. 28' ¥ [ This is a final exam

Please enter the original 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:

8/31/2021
Test start time: 8-00am
Test end time: 9-30am

Previous Next Cancel



Review the students who have scheduled this test with our office and the scheduled for test times. If a student is scheduled
for a test time that does not match the length of the test for your class, please contact our office at (526) 860-2451 ext. 2335
SO we may assist you. You can return to this page at a later date to see if any additional students sign up to take the test with
SAS. When ready, select “Next”.

log out
1. Test details 2. Students scheduled to-date for A&P 150 Intro To Human Anatomy sect. 28982
2. Students LEC (1219)
3. Test Information Below is the list of students that have registered to write this test with SAS to date and the duration of their
scheduled test (already includes SAS Specialist approved additional exam time). This is NOT a list of all SAS
4. Submit changes students currently enrolled in your course. If a student is scheduled for a starting test time that does not match the

start time for your class, please contact our office at (562) 860-2451 ext. 2335 to make adjustments. You may
access this page at any time to view updates. When ready, please click the 'Next" button at the bottom of the page

to continue.
Student Name & 1D | Date Time
MNone yet. ‘
h d
Previous MNext Cancel

This page asks for detailed information on how the test will be transported and administered. Please complete the questions
according to your tests parameters

o ot
1. Tast detallz 3. Test Information for A&P 130 Intro To Human Anatomy sect. 28982 LEC (1219)

2. students

Please provide the following exam arrangement detsils:
3. Tast Information

4. Submit changes

will deliver exams io the SAS office in the following way(s)

SAS may rebumn compleled exams o mer in the following wanys):

All students in the course will be allowed to use the following

Open Boak

Scienlific Calculalor
Graphing calculalor
Thesauns

Dictionary' Spelchecker

onar | 3psstiy):
Other exam requirement{s) {if applicable):

To make specal arrangement, please contact SAS directly a1 582-880-2451 exl. 2335

Las=t Updaled 061182021

eevo [ e



Once the requested information has been provided, click “Next”.

ﬁ
1. Tzt detalls 3. Test Information for A&P 150 Intro To Human Anatomy sect. 28932 LEC (1219)

2. Btudenis
Please provide the following exam arrangament details:
3. Taat Informatian

4. Bubmit changes

I will detliver examds o the SAS affice in the following way(s)k

I will vpload the malerials to the confirmation page of this website (nexl page) W

SAE may relumn compleled exams o me in the following way{s):

SAS may relum exams o my insinuclor maibox in the Administistion Bullding ma

All stedents in the courss will be allowed to use the following:

B Open Book

B Ecientific Calculalor

O Graphing calculalior

B Thesauns

0 Dictionary/Spelchedear

Crher | $pooify:

Student may use ane 3x5 nolecard

Cther excam reguirement{s) (if applicable):

To make specal arrangement, please cantact SAS directly al 582-880-2451 exl. 2335

Last Updaled 06182021

quh.smcm



The last page allows instructors to review the listed information and upload documentation. Click the “browse” button to
search for the actual examination file.

1. Test datalla

2. studants

3. Test Information
4. Submit changas

bog out
4. Confirm exam details for A&P 150 Intre To Human Anatomy sect. 28932 LEC
{(1218)
Please review the information below and dick $he “Submil dhanges” bution af the boltom of this form fo submil your

changes. If you hase any guesiions or concerns pleass do not besitale o conbsct us at (582) B60-2451 exl. 2335

Test datails

A&P 150 Intra Te Human Anatomy sect 28582 LEC (1213)
Tue Auguet 31, 2021 . 8:00am - 5-30am

Test information

1wl ctiver cxars fa the | W uplaad the materals to the confirmation pags
EAS offica in ha of this webelts (next pags|

ol ol N s

EAS mary rium 548 may return examas fo my Ingtructor mallbox In

compizked axams wome the Admilnlstration Bulkding maliroom
i fodowing wais|:

Dpen Bock yer

Ecierific Cainudaine yaa

Thasans yee

P stugant may uss one 3x¥5 notacard
File upload

Maba: i you are not able to wpload a digitsal copy of the sxam hera, 3 paper copy of the scams, booklets
argsar scantron shests (Por aach atudent regletersd In your couras) muet be deliversd bo the 545 testing
centar af lsazt ons buziness day In advance of your schedulad taat or sxam. When uploading flles heds,
plaaszs submit dacumsants that may bs accsesed uslng standard business softwans such az 1) Word
documents |.doc, .docx), 2) PDFs | jpdf). 3) Excal Spreadehests | e, =lax), 4) Powsrpolnts | ppt, .pple), or
5) Imapss (Jpd, png. g, .omp, 1

Eadort lnslioomm fio o submi Mo recands b d =play.

Selert file..

Previgusly uploaces lests

Pleass note that you must chck the Submit changes bultan in erder 1o confim your et o us

= Plazee print 3 copy for your records.




Navigate to the folder in your computer that holds testing materials and select the file that needs to be uploaded. It is
recommended that instructors use the naming convention (your actual lastname, firstname, term, year, course, course
number, exam number) for identification purposes. Once a file has been correctly uploaded, you should see the file name in
to the right of the “select” bar. If desired, you may print a copy for your records by selecting “please print a copy...”

When ready, select “Submit Changes” to finalize the test.

Test information

will deliver exxamis to the | will upload the materials to the confirmation page
SAS office in the of this website (next page)
following way(s):
SAS may return SAS may return exams to my instructor mailbox in

completed examstome  the Administration Building mailroom
in the following way(s):

Cipen Book yes

Soientific Calculator yes

Thesaurus yes

Other (Specify) Student may use one 3x5 notecard
File upload

Mote: If you are not able to upload a digital copy of the exam here, a paper copy of the exams, booklets
andior scantron sheets (for each gtudent registered in your course) must be delivered to the SAS testing
center at least one business day in advance of your scheduled test or exam. When uploading fileg here,
pleaze submit documents that may be accessed using standard business software such as 1) Word
documents (.doc, docx), 2) PDF's (pdf), 3) Excel Spreadsheets (.xls, .xlsx), 4) Powerpointz (.ppt, .pptx), or
5) Images {.jpg. .png, .Qif, .bomp, .tif).

Select testiexam file to submit: |ND records to display.

A P 150 - Test 1 txt Remove Browse .. Previously uploaded tests:

Please note that you must click the Submit changes button in order to confirm your test to us.

* Please print a copy_for your records.

Previous Cancel



If successful, the system should display the following message. Select “back to test listing” to confirm the test.

Courses Accommodation letters Help

Thank you for submitting your test / exam.

Back to courses list Back to test listing Logout

SAS Online Student Servi

Test / Exam submission complete 0

! 274-7164
EMAIL: =asapply@cerritos.edu

You will be brought back to the scheduled examinations page. You may select “confirm” to change any of the test
characteristics previously entered. Follow the steps shown above to change any test items. When done, select “log out”.

log out
Courses Accommodation letters Help

Scheduled tests and examinations for:

A&P 150 Intro To Human Anatomy section 28982 LEC (1219): Covill,Matthew 8. 2020 aug 1200017

Your scheduled accommaodated tests for this course are listed below. You may use this page to add a new test or adjust the parameters of an existing one.
To add a new test, click the calendar, add a date, and then select "add this test”. To adjust parameters for existing tests select "confirm” next to the test
definition.

Tell us about an upcoming test

Date of test: Midiyyyy

Tests and exams:

) Previously | Submitted :
Type Date of test ‘ Class test time ‘ — file ‘ Action
Test August 31 2:00 AM (90 minutes) O Yes '] »
Tuesday (2021) Last modified: 2021-08-24 Review Confirm/Edit
file
Test August 15 2:00 AM (60 minutes) O Yes ] »
Sunday (2021) Lzt modified: 2021-08-15 Review Confirm/Edit
file

Back to course list



If any submissions were made in error, or if any changes need to be made to the test, select “confirm” to change any of the
test characteristics previously entered using the same steps.

Click “submit changes”. You will receive a confirmation and your test will be updated in our system.

File upload

Mote: 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 SAS testing
center at least one buginess day in advance of your scheduled test or exam. When uploading files here,
pleage submit documents that may be accessed uging standard buginess software such ag 1) Word
documents (.doc, .docx), 2) PDF's (.pdf), 3) Excel Spreadsheets (.xlIs, .xlsx), 4) Powerpoints [.ppt, .ppix), or

&) Images (.jpg. .png, .gif, .bmp, .tif).

2

Select testexam file to submit: AP 150 - Test 1 txt

T
E
:

Select file. . Browse ...

Previously uploaded tests:

Please note that you must click the Submit changes button in order to confirm your test to us.

* Please print a copy_for your records.

Previous Submit changes Cancel



	Upload Testing Materials and Parameters

