How Students Send Their Accommodation Letters to Faculty Using the OAA Student Portal.
Students connected with the Office of Accessibility and Accommodation must send their letters to each instructor for the current or upcoming semester to activate their approved accommodations.
Use the following instructions to send letters to current faculty.  
You will need the following information:
· Your NinerNET credentials
· Class schedule
· Test dates, start times, and in-class test duration
Steps for scheduling your test via the Student Portal:
The following steps can be used to schedule a test, midterm, or quiz in the Test Center. Use the Final Exam instructions for information on scheduling your Final Exams via the Student Portal.
1) [bookmark: _Hlk161396324]Go to https://accommodation.charlotte.edu/portal/ 
2) Click the Student Portal icon 
[image: ]
3) Log in with your NinerNet credentials
a. If you have not recently logged in or are on a new device, you will need to use Duo two-factor authentication
4) Once logged in, click on the “Request Accommodation Letters” icon on the left-hand side of the screen
[image: ]
5) A new page will display all courses you are registered for in the current semester. To view a different (or future) semester, use the drop-down menu on the right-hand side of the screen
[image: ]Click to select a different semester

6) [bookmark: _Hlk161396457]Once you are viewing the desired semester, click the blue “Request” button next to a course you want to send an accommodation letter for
a. You will know if you have not sent a current accommodation letter for a course if the blue Request” button appears in line with a course. 
 [image: ]
7) You are now in the Request Accommodation module. The left-hand side of the screen will display all of your approved accommodation. The right-hand side of the screen will list each course you are currently enrolled in
8) On the left-hand side, check the box for each approved accommodation you want to use in your course(s)
a. This page is customizable. Students should select each accommodation that they want to use in a specific course.
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9) On the right-hand side, check the box for each course you want to send an accommodation letter  for with your selected accommodations
a. This page is customizable. Students should select each course they want to send a letter in with the selected accommodations. You can send multiple letters at once, or send them one at a time, depending on your needs
[image: ]
10) Once you have selected your accommodations and courses, scroll to the bottom of the page where you will select that your accommodations are correct or select that you would like to talk about making a change
a. If you would like to make a change, we encourage you to email your OAA Team Member directly instead of leaving an Optional note. This will put you in touch with your Team Member quicker
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11)  Continue scrolling down the page, reading all information listed for helpful tips regarding using your approved accommodations
a. Links are embedded, when appropriate, with additional information from our office and the University
12)  At the bottom of the page, read through the agreement before selecting the checkbox acknowledging your read and understood all information above
[image: ]
13)  Once you agree, click the blue “Submit” button at the bottom of the page. This will automatically send letters based on the boxes you checked above to instructors’ university email
[image: ]
14)  Navigating back to the “Request Accommodations” page, you can now identify what courses you have sent an accommodation letter for
a. Each course where a professor has received an email about your accommodation letter will have a Status of “Sent”
b. Each course where a professor has viewed your accommodation letter will have a Status of “Confirmed” 
[image: ]
15)  To view the letter you sent and see what your professor sees, click the blue “Get letter” button in the Letter column next to the desired course
[image: ]
16)  To send an accommodation letter for another course, go back to step 6 and repeat the process until you have sent an accommodation letter for each course

*As a reminder, this process must be done every semester for every course you intend to use your accommodation for. Accommodations are not active until you have notified your instructors. 

Questions? Email oaa-office@charlotte.edu 	8/2026
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Request Accommodations

Select the accommodation(s) you will need from the approved list below that corresponds to the course(s) that has/have a check mark.

Your accommodations Courses to request
() GO - C |25 5 Assignments AAAA AAAA section 001
O COPRSRIPRE C 255 Assignments Norman Niner QM@ ncc.edu

\ccessible desk needed BBBB BBBB section 002
O Norman Niner emmS@unce edu

0 Accessible Textbooks qmmh
0 Accessible Web Programs €CCC ceece section 003

©0 Norman Ninereummem @uncc edu
Additional Time: 50% extra time for tests and quizzes, including those administered online. Extended time is calculated based on DDDD DDDD section 004
the amount of time allotted for the whole class. () Norman Niner quESEE@unce.edu

[0 ASL- Sign Language Interpreter

0 A — checkall check none
() Assignment Preparation

O Assistive Listening Device

O Assistive Technology in the Classroom

\T- ZoomText Software + Computer
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Please indicate if your accommodations require any changes

) My accommodation(s) are correct the way they are. Do not use the "Optional note” textbox
Ol need to change or add to my accommodations.

Use the "Optional note" textbox to describe for your Accommodation Coordinator the changes you
are requesting. **Your Instructors won't receive any message you type in the optional note.**

Optional note:
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With my acknowledgement of this agreement, I also understand the following:

+ I understand that I need to meet with my instructor(s) to discuss my requested
accommodations. Connect with instructors by email or meet during their office hours. This necessary step
helps ensure that you and your instructors are on the same page regarding your accommodations and
logistics.

+ Iunderstand that I may choose not to use any of my approved accommodations. By not checking approved
accommodations, I've declined those accommodations and they will not appear on my Accommodation Letters.

+ Tunderstand that it is my responsibility to address concerns or changes regarding my accommodations or
disability needs in a timely manner by notifying my Accommodation Coordinator. If the situation is complex, I will
schedule an "Advisement" appointment with my assigned Accommodation Coordinator to get further assistance.

« By clicking checkbox below, I agree to abide by the terms outlined in this agreement.

O | agree to the terms outlined above
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O | agree to the terms outlined above
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Confirmed
‘Vour instructor acknowedged receipt o your Accommodation Lette.f you haven't discussed accommodafions with your nstructoryet, connect with your instructor once

the semester begins and have that conversation.

Confirmed
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Help

Request Accommodations

You can use this page to request accommodations for your courses. Click the 'Request button on your first course in the list below to get started

Your courses:

Show term: Fall Semester 2026 V¥ Refresh
Course Status Request Letter
AAAA Waiting for student to request m
AAAA Giickthe Request button to the rght fo begin requesting your accommodations.
section
001
BBBB Waiting for student to request m
8888 Giick the Request button to the rght f begn requesting your accommodations.
section
002
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