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Step 1: Login to MyPortal Step 2: Select Apps 
 

Step 3: Under ‘Students’ tab Select 
‘Clockwork’ Application 

Step 4: Select 'Clockwork Foothill 
Disability Services' 

Step 5: Choose “Book an Appointment” 



 

Step 6:  Choose the correct term & click “Request” for the class you need the letter for 

Step 7:  
 You can choose all your classes at 

once on this page. 
 On the left choose all the available 

to you accommodations needed for 
the class(es). 

 Indicate whether your 
accommodations are correct or 
need to be changed. 

 
 

 You can use the empty box to add any 
notes for the teacher to review. 

Step 8: Agree to the terms and click “Submit”  
 
 
 

Step 9: You can download the hard copy of the accommodations letter for each class by 
clicking “Get letter” 
 


