How to Access a Student’s Accommodation Letter
Email Notifications of Accommodation Letters
Instructors will be notified via email when a student requests to share an accommodation letter for that course.
The email will include a link to the ADS Online Portal. Please review the directional information below to
access the Online Portal and accommodation letter information.

To Review All Accommodation Letters Requested for Your Course(s)
Rather than clicking on each link that is received by email, you can also view all of the accommodation letters
that have been sent to you for the courses you are teaching.
1. Access the secure ADS online portal at https://adsonline.umd.edu/ and select the “Instructors/TAs” link
on the welcome page.

2. Select the “Courses” tab at the top of the page.

3. Log in with your UMD Directory ID and password.

4. Complete the Two Factor Authorization Step

5. If you are not seeing the correct courses, make sure the correct term is selected by using the drop
down arrow in the upper right-hand corner and clicking “Refresh”. Select the “Accommodation Letters”
tab.

6. Instructors can view student accommodation letters in two ways. The first is by selecting
“Accommodation Letters” under the Options menu.

7. A list of students will appear. For each student, you will be able to view and acknowledge their
accommodations, by selecting the radio button next to their name and selecting the “View Letter”
button.

8. You will then be prompted with options to:
A. View the accommodation letter (PDF file)
● Click on “Review PDF Letter” to view the student’s accommodation letter.
B. Confirm receipt of the accommodation letter
● Select the checkbox that acknowledges you have received and reviewed the letter.
● Click the “Submit” button.

9. After selecting “Submit” a date and time stamp will appear for your records.

10. The second way to view an accommodation letter and keep track of your acknowledgement, is to select
the “Accommodation Letters” from the main menu.

11. In this section, instructors can see the date the letter was requested, the date they acknowledged the
letter (if applicable), and a link to view and acknowledge the letter. If no information appears in the
“Your confirmation” section, that students’ accommodation information has not yet been reviewed.
Letters can be viewed by selecting “View Letter”.

