Requesting Accommodations
Requesting accommodations is a process that must be done every quarter.  A request for accommodations lets us know that you are registered for classes for the quarter and we can then coordinate and plan your accommodations.  By requesting accommodations as soon as possible after you’ve registered for classes you give the DRC as much lead time as possible to get your accommodations set up going into the next quarter.
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Important Note
1. Course may take up to 48 hours to display in the system after you have registered for your courses. If you do not see one or
‘more of your courses in the list below 48 hours after registering, please contact Disability Resource Center.
2. Your courses might not display below if you are part of the course waiting list.

3. If you are unable to select the checkbox from the list of courses below, that means you have submitted your request for
accommodation for that course.

4.lfwuvn§xm|-ndifyymrmnwhim request (change, cancel a request) scroll down until your course is displayed
and select either modify request or cancel request.

Step 1: Select Class(es)

() Winter 2016 - ASL& 121.C - AMERICAN SIGN LANG I (CRN: 14078563)
() Winter 2016 - MATH 130.C1 - INTRO TO STATISTICS (CRN: 36878563)
() Winter 2016 - PROG 160.0AS - SYSTEMS ANALYS & DESIGN (CRN: 46848563)

Step 2 - Continue to Customize Your Accommodations




Once you’ve logged in to MyDRC, the beginning of the accommodations request process is located in the “Overview” section of your Dashboard – the default homepage when you log in. There might be some messages or notices listed first (they have a light yellow background), go ahead and scroll past those until you find the heading “Select Accommodations for Your Class.” There may be a light yellow box titled “Important Note”—what you’ll need are the Step 1 and Step 2 boxes underneath that:
Step One: Select Class(es)
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() Winter 2016 - ASL& 121.C - AMERICAN SIGN LANG I (CRN: 1407B563)
() Winter 2016 - MATH 130.C1 - INTRO TO STATISTICS (CRN: 3687B563)
() Winter 2016 - PROG 160.0AS - SYSTEMS ANALYS & DESIGN (CRN: 4684B563)




Find the box labeled “Step 1: Select Class(es).”  (It should look similar to the one below except with the current quarter and your classes listed.)  If you’ve finished registering for classes, but don’t see them listed here, contact the DRC about what steps to take next. 
To select a class click the checkbox next to it.  You can select as many of your classes as you like – after this step you will customize your approved accommodations individually for each class.  So there’s only three reasons not to select all classes at this point.  Either:

(1) You are unsure if you’re going to use ANY accommodations for the class.  For some classes, like Art, you may not have any applicable accommodations.  Or,

(2) You are unsure if you’re going to take the class and may end up dropping it.  We still recommend to request accommodations, if you do not end up dropping the class may regret not have certain accommodations available to you for the first week or two).  Or,

(3) It’s not actually a class and you don’t need to request accommodations, such as Payment Deferral or the Application Fee applied to certain programs, which are good to not select.
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We do recommend requesting accommodations for all classes that you might end up using accommodations for.  However, you do have the option of coming back and requesting accommodations later if you decide you want to use them. It is important to note that accommodations are not applied retroactively and will only be made available from the date you request them, moving forward.  Once you’ve checked the classes you want, click the gray button labeled “Step 2 – Continue to Customize Your Accommodations”:
Navigating the Accommodation Request Page 
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BA 240.A - Statistical Analysis  (CRN: 5459)

Instructor(s): —

Daysand Time(s):  MTWR at 01:30 PM - 03:20 PM

A E—

Location(s): 0C2 €208

() Select the check box f you have entered 2 WRONG CRN. You will not be required to specify your accommodation for this class.

Select Accommodation(s) for BA 240.A

@ Advocacy ¥ Altemative Testing @ Copies of Lecture/Instructor Notes
Copies of Power Point and Overhead ¥ Notetaking Services ¥ Priority Registration

@) Materials

Provide Due Dates and Clear, Bulleted Use of Digital/Tape Recorder for Class Use of Laptop or Word Processor for Note
Assignment Directions in Writing on the Day @ Sessions I Taking

@) the Assignment is Given to Class
@) Volunteer Note Taker

ECON& 201.B - Microeconomics  (CRN: 5106)




Once you click the Step 2 button, your browser will take you to a new page where you can select the accommodations you want for each of your classes.  The page will be broken up into multiple sections for each of the classes you selected on the previous page and will look similar to the picture below.
NOTE:  Picture is of different classes than selected in previous images.
Each of these sections can look a little complicated, since they’ve got a lot of information, so the next part of this tutorial will briefly outline the major features:
· Course Heading: The gray bar at the top lists the course ID, name, and CRN (course reference number). 

· Course Information: Lists instructor’s name, and information about when and where the class meets. 
· Wrong CRN box:  If you have accidentally selected a class that you do NOT wish to select ANY accommodations for, selecting this box for that class will allow you to continue to select accommodations for your other classes while skipping that one class and accept your submission.
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These first three parts can help verify which class you are selecting accommodations for. Once you know you’re looking at the right class, you can move on to the box that’s labeled “Select Accommodation(s) for…” followed by the course ID for your class. This is the important bit of the form:
Inside the box each of your accommodations will be listed with a checkbox next to each of them.

· By default, all accommodations are automatically selected. 
· To de-select any accommodation (NOT request it) click the checked box to uncheck it.
· It is highly recommended you choose every accommodation you think you might use.
· Failure to do so may lead to some accommodations not being made available, or their availability being delayed.  
· For example, if "Alternative Testing" were not selected the instructor would not receive the link to fill out the MyDRC Test Proctoring Form and you would not be able to schedule testing appointments with MyDRC or use your testing accommodations.
· Feel free to choose different accommodations for different classes
Additionally, most accommodations are listed individually but two are listed by groups:

· Alternative Testing – has too many individual accommodations to list each individually.
· Notetaking Services – are all very similarly titled.
· When either of these groups are selected your individual accommodations ARE listed in the letter sent to your instructor.
· You are also CC’d a copy at your BC email address
· To see your accommodations click the “My Eligibilities” link on the left-hand menu.
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Once you’ve finished with one class, move to the next.  Once you’ve finished with all the classes you want accommodations for click the button labeled “Submit Your Accommodation Requests” located near the bottom of the page: 

Accommodations Request Submitted
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System has successfully processed your request.




When you’ve submitted the request your browser will return you to your Dashboard.  There should be a notification at the top of the Overview section: 

This is confirmation that your accommodation requests have been submitted to the system and will be processed by the DRC before being sent to your instructors. 
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() Winter 2016 - ASL& 121.C - AMERICAN SIGN LANG I (CRN: 1407B563)
() Winter 2016 - MATH 130.C1 - INTRO TO STATISTICS (CRN: 3687B563)
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Then if you scroll down the page you’ll see that in the “Step 1: Select Class(es)” box any classes that you’ve requested accommodations for will be formatted differently:

There will be “[Requested]” written out in red before the quarter and year and the course information will be a blue-colored font instead of black. 
In the above example accommodations have only been requested for the last class, PROG 160, in order to provide a visual contrast of what the format looks like before (ASL & MATH) and after (PROG 160) accommodations have been requested. 

If you continue to scroll down the page you’ll find a record of your accommodation requests will appear in the “List Accommodations for (Quarter)” section toward the bottom of the Dashboard.  If you need to make adjustments to your request – such as request an accommodation you initially did not, or request a recently approved accommodation – or cancel a request this is where you would do that.  More information about these features in a future tutorial. 
As a final confirmation, you will receive a modified copy of the letter in your BC email.  You can also see all emails sent to you on behalf of MyDRC (just the system, not the DRC office) by clicking the “My Mailbox” link on the left-hand menu.
Questions?

Please feel free to contact the DRC with any questions, concerns, or issues you have with this process.  We are her for you, let us know how we may be of benefit!
