
 
 

How to Complete and Submit an ODS Application 
Tutorial for Students 

 

To begin the ODS Registration Process, students complete an application. Students must 
be admitted to UA and will need their myBama username and password, and CWID. This 
application should only be completed by the student requesting accommodations. 

Access the ODS Online Portal 
1. Access the ODS website by typing www.ods.ua.edu into your browser. Then, select 

the “ODS Online Portal” tab. 

 
 

2. Select “Enter the ODS Online Portal.” 

 
 

https://ods.ua.edu/register-with-ods/
http://www.ods.ua.edu/


 
 

 
3. Select “Start/Resume Application”. 

 

 
 
 

4. Enter your myBama username and password. Then, select “Log In.” 
 

 

 

 



 
 

Start New Application 
Select “Start New Application.” 

 

• Enter your phone number. It’s important to provide your phone number, not your 
parents’ phone number, so that we can contact you directly if needed.  

• Select any UA programs or services you are affiliated with.  
• Complete the required fields with your personal information, including your 

preferred name. 

 



 
 

 
Indicate your ethnicity, then select “Create Application Draft.” 

 

You will be asked to answer three questions. First, indicate how you learned about 
ODS. Multiple selections are permitted. 

 

 



 
 

Then, select the nature of the disability or disabilities for which you are requesting 
accommodation. 

 

Finally, indicate the accommodations you are requesting. Then, select “Save and 
Upload Documentation.” 

 



 
 

You will be prompted to upload your documentation if available. If your 
documentation is not yet available. Select “Proceed to Final Review.” 

 
 

You will notice no files have been uploaded yet. Select “Submit Application.” 

 
You will see that your application has been submitted.  
 



 
 

The remainder of this tutorial will review how to resume your application to upload 
files and schedule an appointment. 

 

Upload Documentation 
Resume your application. First, follow Access the ODS Online Portal, steps 1 through 4 
(above). 

Select “Continue Application.” 

 

From the menu at the top, select “Files.” 

 



 
 
Choose the file you would like to submit, then select “Upload File.” 

 

Your file was successfully uploaded. You may upload additional files if needed. Files are 
reviewed within 5 business days and you will receive an email regarding next steps. 

 

 



 
 

Request an Appointment 
Your Accommodations Specialist will notify you via email a meeting is required. When you 
are ready to schedule an appointment, select “Request an Appointment” in the top right 
corner. 

 

Select “Main Campus” from the drop-down menu (even if you are a UA Online student). 
Then, select “Continue to select your availability.” 

 

 

 



 
 

• Select the type of appointment you prefer. Options include in-person, remote, or 
next available. Enter a brief note about the purpose of the meeting.  

• Entering students should include their Bama Bound or transfer orientation dates.  
• Select your availability. You are required to make at least 6 and no more than 20 

selections. 

 

Once you have indicated your availability, select “Add Appointment Request” at the bottom 
of the screen. 

 

 



 
 
Your request has been submitted and you will receive an email confirming the date and 
time of your appointment. If the none of the selected dates and times are available, you will 
also be notified via email. You may modify or cancel your request from this screen. 
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