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Step 1: Logging In to the Student Portal
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To begin, visit osd ucsd edu

Under the OS Student Portal tab
located between the Students and
Faculty Staff tabs on the navigation
bar, select Login to OS Student
Portal

DENT PORTAL IS NOW

ization for Accommodation (AFA) letters el



https://osd.ucsd.edu/

Students will be
directed to a single
sign-on page and use
Pl and password to
log in

im}

SINGLE SIGN-ON (V3.3)

Signing on Using: Student SSO

TritonLink user name (or student PID)

First time user?
Password:

Resel password

[i] Sign out and close your browser when you're finished.
Gilman Dr. La Jolla,

Terms & Conditions | Feedback

& ab.ucsd.edu

Or sign on with:
| Student SSO H

Make this my default

UCSan Diego

Help

e Learn about Passwords and Access

= Contact the ITS Service Desk

UCSan Diego
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OSD Portal

Welcome Tester

Students who see the
following screen will be
prompted to contact the
OSD or email the OSD _
specialist directly. e

Welcome to the OSD Student Portal. This portal is available to students who have registered with the office, engaged in the interactive process, and
have been authorized for accommodations. If you are receiving this message, accommodations are not available currently in the portal. Please call
858-534-4382 to schedule an appointment or visit http://osd.ucsd.edu/ for more information about registering with our office

If you have any questions or concerns, please call the OSD at 858-534-4382 or contact your OSD Disability Specialist. Thank you.




Step 2: Selecting a Quarter

0SD Student Portal Home Tester -

Welcome Tester

After logging in, students will be

presented with a list of quarters and
select the quarter for which they would

My Accommodations . .

\ieWand m anage my accommodat ions for each available quarter llke to accept accommod atlons

FA19

View Accomodations

$219




& dev-academicaffairs.ucsd.edu (o]

Student Acknowledgement and Agreement Form

In order to view and accept accommodations, please review the Student Acknowledgement and Agreement Form

Student Acknowledgement and Agreement Form for FA19

| understand that | may need to provide updated documentation which discusses my current functional limitations in subsequent quarters should |
continue to request accommodations.

Accommedation eligibility and determination occurs as part of the interactive process between the student and the OSD.

| understand that in order to receive accommodations | must 1) accept them online through this web application, and 2) speak with my instructors and
the OSD academic liaisons to arrange for specific accommodations. Notifying the academic department via email does not waive my respensibility to
follow up in person with each instructor or OSD academic liaison.

If | am eligible for exam or quiz accommedations, | must contact my instructor/OSD academic liaison at least 72 university business hours (3 business
days), excluding holidays and weekends, in advance to confirm my accommodation arrangements.

| understand that any accommodations such as note-taking; audio recording; access to handouts/PowerPoints; use of a personal laptop to take notes;
use of a LiveScribe Pen or other similar accommadations are granted to me for my use exclusively during the particular period of study listed on the
AFA letter. These accommodations are a supplement - not a substitute - for class attendance, except if | have "occasional absences” as an
accommodation. | am not to share or sell this information or post it on a website or other forum, where it could be accessed by others. Failure to
comply with these standards result in the cessation of the accommodation and other appropriate action as reflected in the OSD and UC San
Diego policies and procedures.

If I am eligible for note-taking as an accommaodation, it is my responsibility to request that a volunteer note-taker be secured for each course.
Requests are to be submitted to osdnotes@ucsd.edu and more information may be found here.

| understand that faculty and staff at UC San Diego will be able to see the accommodations for which | am eligible and which | have accepted each
quarter. Some academic department staff may use the Virtual Advising Center (VAC) to communicate with me regarding accommodaticn
arrangements. However, specific information regarding my disability (diagnosis, limitations, etc.) will not be placed in the VAC, as this system is
viewed by College advisors. To opt out, please exit the portal and make an appointment with your OSD Disability Specialist.

| have reviewed and | understand my responsibilities as outlined on the Reminders Handout here.

If | need assistance and/or | feel reasonable and appropriate accommaodations are not being provided in a timely manner, | must contact the OSD
immediately and request assistance from an OSD staff member. If issues remain unresolved, | may also contact the OSD Director. | am aware of the
Disability-Based Discrimination Grievance Procedures as outlined here: Disability-Based Discrimination Grievance Procedure

nderstand and accept the agreement.

CONFIRM AND CONTINUE

Students read the "Student
Acknowledgement and
Agreement Form" and Check
the "I understand and accept
the agreement” box at the
bottom of the form



Step 3: Choosing the accommodations
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0SD Student Portal

COURSE ACCOMMODATIONS
ANBI 135

& dev-academicaffairs.ucsd.edu

courses. Please revi

eW your ac

commodations and select

COGS 157

eeeeeeeeee

Students are presented with
instructions outlining the
steps to take to select
accommodations for each of
their enrolled courses



e Selecting one of the courses °° RIB) 1B ¢ -

Below are all authorized accommodations, listed Dy your enrolled courses. Please review your accommodations anc
the ones you need for each course. Once you are finished, you may use the Home link in the top right corner to accept

Wlll S hOW th e ap p I‘OVE d accommodations for another available quarter or click on your name to log out.
accommodations for that

specific course COURSE ACCOMMODATIONS

* If the accommodation has
" Select each accommeodation that you would like to accept for this course.
been accepted prior, the o |
Classroom Accommodation (Facilitated & Provided by OSD)
accommodation will be Note-taker (peer note-taking system) -«
= n n Use of personal laptop to take notes
marked with an "Accepted
tag neXt tO th e llSte d Classroom Accommodation (Facilitated & Provided by Instructor or Instructor Designee)
Audio record classroom lectures, labs, and discussion sections-student must attend entire lectureflab/discussion and provide audio
i der. Faculty not responsible for recording lectures on student's behalf. (Agreement form on file in the OSD.)
accommodation
() After Students have Exam Accommodations (Facilitated by Instructor or Instructor Designee)
Extended test time (1.5 times the standard amount of time; applies to in-class exams and timed on-line exams only and NOT to untimed

C H O S E N th e take home exams)
_ Professor or TA exam clarification during exams (when permitted by faculty for all students)
accommodations for that

Separate, quiet, distraction-reduced testing (alone-no other students present)

SpeCifiC CourS e’ they must Use of University laptop/word processor - not connected to a network
select the "Accept” button

COGS 157 0 of 7 accepted




Step 4: Confirming Accommodations Before
the First Day of Instruction

Once the student accepts, a
COURSE ACCOMMO) Confirmation dlalog bOX Wlll be

displayed stating that a confirmation

assroom Accommodation ARG . . . .
o email will be sent to their UCS email
e ' immediately and the student,

Classroom Accommodation (Facilitated & Provided by Instructor or Instructor Designee) 7 Z Z Z _
s s s G o e o o i o instructors, and academic liaisons will
Exam Accommodations (Facilitated by Instructor or Instructor Destgnae} r e C e ive a n e m a il O f th e a C C e p te d

w: ”““mmwmmmm _ accommodation requests on the first
B . day of instruction
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Step 5: Confirming Accommodations After the

Accommodations / After students have accepted, e

Below are all autharized accommod: your  icommodations and select the ones
you need for each course. Once yo 1er to accept accommodations for

Cretwaoun ke | confirmation dialog box will be
— displayed stating that an email will
— be sent to instructors, academic
e liaisons, and the student s UCS
Classroom Accommodation (Facilitated & Provided by OSD)
e : email confirming accepted
accommodation requests

recorder. Faculty not responsible for recording lectures on student's behalf. (Agreement form on file in the 0SD.) L i m m e d i ate ly

COURSE ACCOMMODATIONS

Classroom Accommodation (Facilitated & Provided by Instructor or Instructor Designee)

Exam Accommodations (Facilitated by Instructor or Instructor Designee)

Extended test time (1.5 times the standard amount of time; applies to in-class exams and timed on-line exams only and NOT to untimed take =
home exams)

Professor or TA exam clarification during exams {when parmitted by faculty for all students)

Separate, quiet, distraction-reduced testing (alone-no other students present)






Step 7: Check UCSD Email
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Sent: Wednesday, September 11, 2019 10:33 AM

Stu d (& ntS rece lve th € fO ll OW] n g gfj:btjeeitt?r()onfirmation of Accommodation Acceptance for COGS 100

email if accommodations were Dear Student,

accepted before the first day of Accommocition (AFA) Lattera il be sent via emai @ your insuruciors, the OSD academic.
Z 7 department liaisons, and to your UC San Diego email address ON THE FIRST DAY OF
Instruction INSTRUCTION.

If you do not receive an email ON THE FIRST DAY OF INSTRUCTION with your AFA letters,
please call the OSD at 858-534-4382 or contact your Disability Specialist.

Remember that you are responsible for speaking with your instructors and/or OSD academic
department liaisons to discuss specific accommodation arrangements.
http://osd.ucsd.edu/students/reminders.html




Students receive a copy of the AFA
letter if accommodations were
accepted after the first day of
instruction

@0 e N @ - B3 Move to...

On 9/12/19, 3:21 PM, "no-reply@osd.ucsd.edu” <no-reply @osd.ucsd.edu> wraote:

Authorization For Accommodations (AFA)
Office for Students with Disabilities (OSD)
UC San Diego

Dear Instructar,

This student has submitted medical documentation to OSD and is eligible for modifications, adjustments and other accommodations
intended to minimize the impact of a documented disability. The following accommodations are required by the student'’s current functional
limitations.

Classroom Accommodation (Facilitated & Provided by OSD)
+ Note-taker (peer note-taking system)
+ Reserved seat in front of classroom

Classroom Accommodation (Facilitated & Provided by Instructor or Instructor Designee)
« Audio record classroom lectures, labs, and discussion sections-student must attend entire lecture/lab/discussion and provide audio
recorder. Faculty not responsible for recording lectures on student's behalf. (Agreement form on file in the OSD.)
- Copies of Power Point slides before class begins
- Copies of handouts before class begins

Exam Accommodations (Facilitated by Instructor or Instructor Designee)
+ Extended test time (2.0 times the standard amount of time; applies to in-class exams and timed on-line exams only and NOT to
untimed take home exams)
+ Separate, quiet, distraction-reduced testing (alone-no other students present)
+ Use of University laptop/word processor - not connected to a network
+ Professor or TA exam clarification during exams (when permitted by faculty for all students)

Program Modifications (Facilitated & Provided by Staff in Colleges, OGS & Professional Schools)
« Priority registration
+ Reduced course load (petition to college/OGS also required)

Note: The Americans with Disabilities Act (ADA) requires that universities provide reasonable and effective accommodations to students with
documented disabilities. The instructor is responsible for ensuring that these accommodations are fulfilled. In so doing the instructor is not
required to compromise the integrity of their courses.

The OSD, a department within the division of the Executive Vice Chancellor of Academic Affairs (EVCAA), is responsible for determining and
facilitating UCSD accommodations for students with disabilities. Our website is https://osd.ucsd.edu.

AFA letters should be considered valid only if they are generated from the following address: no-reply@osd.ucsd.edu. If instructors and/or
0SD liaisons have questions or concerns, those should be directed to osdafa@ucsd.edu




Step 8: Additional Emails
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If students accepted
accommodations for adaptive

technology, alternative Sent: Wednesday, September 11, 2019 10:33 AM
' _ _ _ To: tester
formats , captioning sign Subject: [Student Action Required]
language interpreting Dear Student,
Services, and or nOtetaking; You have accepted one or more accommodations provided directly by the Office for
. “y - Students with Disabilities (OSD). These accommodations require you to take some
they receive an addltlonal additional actions. Please use the following link to check what actions are needed

for your specific accommodations: https://osd.ucsd.edu/students/accommodation-

email outlining the steps to types.html

take to arrange fOl" these Remember that you are responsible for speaking with your instructors and/or OSD

accommo d ations academic department liaisons to discuss specific accommodation arrangements.
http://osd.ucsd.edu/students/reminders.html




Reminders for Students Obtaining Accommodations Through the OS Student Portal

1 On or after the first day of instruction, once you have received an email informing you that your Authorization for Accommodation

AFA letters have been shared electronically with your Instructors and the OS academic department Liaisons OR you have obtained
paper copies of your AFA letters from your OS Specialist, you must arrange to meet with your instructors
2 uring your meeting with the Instructor Liaison, review the course syllabus and discuss accommodation arrangements for each
quarter
3 To confirm your accommodations for exams quizzes, contact your Instructor OS Liaison at least 72 university business hours,
excluding holidays and weekends, 3 business days in advance Unless there are extenuating circumstances, your Instructor OS
Liaison should already be aware of your accommodation needs because you followed the directions in Item 1
4 You are responsible for starting the exam quiz on time If you are eligible for extended time for exams quizzes and you show up late,
the exam quiz time WILL NOT be extended to excuse your tardiness
5 You are responsible for bringing all items that you will need to the exam quiz These may included pens, pencils, calculators if allowed
or authorized as an accommodation , ear plugs, magnifying glass, blue books, scantrons, etc You will NOT be allowed to bring any
personal items purses, backpacks, books, cell phones, laptops into the exam room

If assistance is needed and or you feel that reasonable and appropriate accommodations are not being provided in a timely manner,

you must contact the OS immediately and request assistance from an OS Staff Member If issues remain unresolved, you may also
contactthe OS  irector

7 Accommodations will not be provided retroactively
8 If you withdraw from a class, please send an email to the Instructor, TA and OS Liaison to inform them so that they may cancel any
exam quiz accommodation arrangements they may have made for you
9 You may request accommodations for a subsequent quarter any time after registering for classes by emailing your OS Specialist You
may be asked to obtain updated documentation that verifies your current functional limitations

10 You are responsible for checking your ucsd edu email for announcements from the OS , your Instructors, and OS Liaisons
Exceptions may not be made for students who fail to receive, read and respond to their UCS email in a timely manner For information
on your ucsd edu email account and procedures for forwarding messages to an alternate email address,
visit http: acmsucsd edu students email



ttp://acms.ucsd.edu/students/email/

% Types of Accommadation X -+

« - C @ Not secure \ osd.ucsd.edu/students/accommeodation-types.html
HoApps @ MyosD I8 Blink @ ADA ITRequest 8] Travel Card @ ExpressCard 4% Linguabee
About ~ Students ~ 0SD Student Portal ~ Faculty & Staff ~ Resources ~ News & Events ~ Opportunities Contact

HOME / Students / Types of Accommodation

Sl Types of Accommodations

Accommodations Provided Directly by the OSD

+ Expand All

Requesting
Accommodations

Authorization for » Adaptive Technology
Accommodation (AFA)

Letters » Alternative Formats
» Captioning and
Types of Accommodation
» Note-taking
Reminders for Students + Expand All
Obtaining
Accommodations

Accommodations Provided by Academic Departments

. + Expand All
General Differences P

Between K-12 Education » Classroom and Lab Accommodations
and University Education

» Exam/Quiz Accommodations

Student Veterans + Expand All

Forms & Guidelines CampUS L|V|ng

+ Expand All
Disability-Based Grievance
DS » Housing, Dining, & Transportation

+ Expand All
Hear About Students'

Experiences Academic Plan Modification

+ Expand All

» Reduced Course Load

+ Expand All

osd.ucsd.edu/students/registering.html




Note Taking Request Form

OFFICE FOR STUDENTS WITH DISABILITIES

Students - 05D Student Portal ~ Faculty & Staff - Resources - MNews & Evenls - Opportunities  Contact

Note Taking Request

Before submitting your request for volunteer peer note-taking, determine if note-taking is appropriate for a
particular class. For example, most labs, seminars, open discussion forums, pe (: )
conversational courses are not suited for notes. Als the OSD cannot guarantes thata

taker can be found immediately for one or more of your courses, you are strongly advised te begin audio
recording your lectures using a LiveScribe pen or your personal laptop to capture course content. LiveScribe

es availabie for sny requested

e than e (5) corses, please send

the course information,

Course 2
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