
 

ADA Services Clockwork app for Faculty 
Contact:  

850-484-1637 

ADA-Services@pensacolastate.edu 

ADA-Testing@pensacolastate.edu 

 
Accommodation letters 

Faculty may request accommodation letters in the manner they prefer. 

However, once accommodations have been set up, faculty must provide the accommodations regardless of 
the manner in which the student provides them – email, Canvas, app, printed, spoken. 

Please feel check the app or contact ADA Services if you need accommodations verified.  

 

Testing 

We remind and encourage students to schedule tests at least 3 days in advance. 

We also explain that sometimes we cannot get tests if requested less than 3 days in advance. 

We will still make the test request, but we understand if you are not available or able to provide the test on 
short notice. 

Test information can be sent to ADA Services via email, app, or in person. 

 

Email reminders 

Email reminders sent directly from Clockwork will be flagged as not originating in the PSC system, but will have 
ADA-services@pensacolastate.edu or ADA-Testing@pensacolastate.edu as the sender. You can go directly to 
the Clockwork app to verify the information without clicking the links in the email. 

 

ADA Services Faculty APP 
 
The ADA Services app is found on the page of MyPSC apps. 
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The default page is the following. 
If no students have shared an accommodation letter with you, then you will see this page. There is 
nothing for you to do.  

 
 

Once any student has sent their accommodation letter to you, you will see this page. 

 
For a quick list of students who have sent their accommodations, click Accommodation letters. View letter will 
list the accommodations. 

 
 
 
You will receive an email when a student shares their accommodations or schedules a test. 



Clicking on the Courses tab will let you see both accommodation letters and test requests. 

 
Click on Accommodation Letters for each class to see students who have shared their letter with you.  

 
If no student has shared an accommodation letter, it will state that. 
Otherwise, there will be a list of the students who shared their letter.  Select the student and click View Letter. 

     or     



The next screen allows you to open a PDF of the letter and to confirm receipt of the letter.  

 
Once you have confirmed receipt, you can return to read the letter at any time. The screen will show when 
you opened it initially. Students can also see when you confirm receipt of the letter. 

 
On the Courses page, you can also access test requests. You will receive test requests via email. 
 Classes with a scheduled student have a star next to the Tests and Exams link. 
You can send test information in the app or via email. 
You can submit test information at any time in the semester whether or not a student has scheduled that test. 

 



Enter test information. Enter the date the CLASS is taking the test and click Add this test. 
If your test can be taken outside of class, please list when the class is taking the test in class. 

 
Enter the start and end times of the test for the class. 

If it is unlimited time, please enter the expected amount of time it should take. The app will add 
extended time. If you list 8:00 – 4:00, the app cannot register the student for 8:00 – midnight. 

 
Any scheduled students will be listed. 

 
Please add notes and information about the test. 

 



You will be asked to confirm the information, and you can upload the test. You can zip multiple files to upload. 

 
If you change the date or need to upload the test at a later date, you can edit the test information.  
 Go to the Courses link and click on the Tests & Exams for the course needing changes. 
 Click on the Confirm/Edit button and proceed through the information making changes as needed. 

 
 
 

 


