
 
 

How to Send Accommodation Letters 

Tutorial for Students 
Reminders 

• Send accommodation letters at the beginning of each term. Accommodations take 
effect the day you send the letter and are not retroactive. 

• Communicate with instructors to ensure you understand how accommodations will 
be applied in each course. 

• If you have questions or concerns, promptly contact your Accommodations 
Specialist for assistance. You can also request an appointment through the ODS 
Online Portal.  

• If using the ODS Testing Center, remember to request a testing appointment at least 
3 business days in advance of your exam date. 
 

Access the ODS Online Portal 
1. Visit www.ods.ua.edu and select the ODS Online Portal tab. 

 

 

 

http://www.ods.ua.edu/


 
 
 

2. You’ll be redirected to the portal landing page where you can view additional 
tutorials. Select “Enter the ODS Online Portal.” 

 

 

3. Select “Sign In.” 

 

 

 

 



 
 

4. You will be prompted to enter your myBama username and password. Then, select 
“Log In.” 

 

E-form Agreements 
You will be prompted to review and sign e-form agreements, which include your 
rights and responsibilities and important reminders about how to use specific 
accommodations. It is important to review e-forms in detail so that you are 
familiar with your accommodations and any procedural changes. 

Select “Continue to Sign Electronically” and all e-forms will pull into 1 page for you 
to read and sign. 

 

 
 



 
 

After reviewing e-forms, electronically sign by typing in your name exactly as it 
appears on the screen. Then, select “Submit form.” You will receive an email copy of 
your e-forms. 

 

Request Accommodation Letters 
The portal will display a message “No Accommodation Request Found” when no 
letters have been sent for the current term. Select “Add Requests” to proceed with 
requesting letters. 

 



 
 

• Classes for the current term will be displayed.  
• You can apply the same accommodations to all classes, but we 

recommend customizing accommodations for each course.  
• Select the box next to each class in which you'd like to request 

accommodations. Then, select "Continue to Next Step." 

 

Select the accommodations you need in each class. Here is an example of how to 
customize accommodations: 

• All accommodations were selected for AIM 201.  
• We only selected flexible attendance and breaks during class for LAB 

301 which is a class that has no exams.  
• For ODS 101, we selected all accommodations except reduced distraction 

environment. This is an option if you have a small class and don't believe a 
reduced distraction environment is necessary.  

• Once you've made your selections, select Submit Request. 

 



 
 

Now the screen displays a message that your action was successfully completed 
and you can view the accommodations you requested for each class.  
 
If you need to modify your request, you may do so from this screen by the selecting 
the “Modify Request” link in blue. 
 

 
You will receive a copy of each accommodation letter via email. You can also view or 
download a PDF of your accommodation letters by selecting “My Mailbox” from the 
far left column.  
 

 
 

After sending letters, it is important to communicate with instructors to ensure you 
understand how your accommodations will be provided in each course. 
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