UNIVERSITY OF STUDENT Accessibility
¥ TORONTO LIFE Services

NOTETAKING PROGRAM

VOLUNTEERS' NOTETAKING PORTAL GUIDE

Access the volunteer notetaking portal by using this link
For any inquiries, please contact: as.notetaking@utoronto.ca

1. Go to clockwork.studentlife.utoronto.ca:8443/user/notetakingstudents/login.aspx
to access to Accessibility Services Online student Services
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2. Loginto ClockWork using your UTORid and password
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NOTE: If you are currently registered with us and want to submit new, updated, or additional d to A ibility Services,
please submit your documentation via the Student Document Upload Portal , or via fax to: 416.978.5729.

If you have not been registered with Accessibility Services within the last academic year, and are returning to studies, you should
contact our office to find out about re-activating your registration.
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3. Register by completing the ‘Profile’ page

4. Once you have completed the ‘Profile’ page, click ‘Next’
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5. After reading, click “I agree,” select ‘Next’
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6. Select the course(s) that you will be able to note take for

7. Select ‘Next’

L
% TORONTO

Fiease fill in your regustralion informabon in order [0 Créale youwr account

A
[ =

Step 1. Undale Profile Please selact the course(s) you are avafable 10 become a potential notetaker for
SR

Hap2 A9 EES A10H3 Y LEC 99

Step 3: GGR B26H3 Y LEC 69

Step 4: Upioad your HLT D22H3 Y LEC 99

notes

Previous | | Nea Cancel |




8. OPTIONAL: Select “l am ready to upload my sample notes”

e You will NOT have to upload sample notes. Sample notes were used in our previous version

of the portal and will no longer be used.

The ‘1 am ready to upload my sample notes’ button will redirect you to upload your lecture notes.
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Step 4: Upload your sample notes

1 am ready % upload my samphe notes

| do not have sample notes. what can | do?

9. Submit lecture notes by clicking “Upload lecture notes” for the course that you wish to upload
lecture notes in

e Toadd more courses, select “add a new potential course”

If your status is indicated as "no", please continue to upload course notes. You no longer need
to be selected in order to upload course notes

If you are no longer interested in being a note taker in a course or have dropped a course in
which you are a note taker in, please let us know so that we can remove you as a note taker in
that course by emailing the address provided on Page 1
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By agreeing 1o the tarms and conditions, | fully undersiand and accept this policy as outined in the attached statements

By signing this agreement | am aiso adhering to bast practices in regards to volunteer notetaking and agree 10 upload notes within 48 hours
of class

10. Select the lecture date for the uploaded notes in the appropriate course by clicking
the calendar icon

11. Select the appropriate file by clicking ‘browse’ and submit your notes
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12. Lecture notes successfully uploaded appear under “Lecture notes (click to download)”
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13. You can remove an uploaded course note by clicking on the ‘Remove’ button located
under ‘Action’

14. Log off once you have uploaded your notes




