
 

    

 

HOW  TO  GENERATE  ACCOMMODATION  LETTERS  

To access your approved accommodations you will need to generate, download, and email your accommodation  

letters to each faculty or program administrator each semester.  

STEP 1  

Log into your “  MyOSAS  ” portal.  

From the “My Dashboard” page, you will see  

a list of your classes for this semester.  
Select the classes for which you would like  

to “request” accommodations for.  

Click “Continue to Customize Your  

Accommodations”  

STEP 2  

Select each of your approved  

accommodations you would like to use for  

each class. Note: you do not need to select  

all of them.  

Then click “Submit Your Accommodation  

Requests”. You will then see a notice that  

says “System Update Is Successful”.  

STEP 3  

From the “My Dashboard” page, you will now  

see “Printing Faculty Notification  

Letter in PDF” at the top of the page. This  

means a PDF of your accommodation letters  

is ready for you to download.  

From the dropdown menu, select a class and  

then click “Generate PDF”. Generate and save  

the PDF of your letter for each class.  

https://andes.accessiblelearning.com/USC/staff/Default.aspx


 

      

  

 

 

 

STEP 4  

Email each of your accommodation letters to  

the respective faculty or your program  

administrator.  

*Note: some graduate level programs have a specific  

contact for distributing accommodation letters. Please  

connect with your Accessibility Specialist if you need  

to verify the appropriate contact.  

I’VE  EMAILED  MY  ACCOMMODATION  LETTERS,  NOW  WHAT?  

After you have sent your letters to your faculty or program administrator, you should follow up with them  

after class or during office hours to confirm how you will be using your accommodations in the course.  
Faculty or program administrators will need to clarify how to utilize your accommodations in their course  

format or if any OSAS support is needed (i.e. use of OSAS Testing Center, use of alternative format for  

course materials).  

If you or your faculty/program administrator have questions or believe that providing an accommodation  

would interfere with the fundamental objectives of the course, please contact your OSAS Specialist to  

discuss further.  

OTHER HELPFUL TIPS:  

Accommodations are not retroactive. Generate and send your accommodation letters early in the  

semester to set yourself up for success.  

Some accommodations require advance notification to be fulfilled in a timely manner, (i.e.  
alternative format of materials, CART, ASL interpreting, course substitution requests). Please inform  

your Accessibility Specialist as early as possible so we can ensure you have access.  

If you are approved for tesing accommodations and are eligible to take your exams at the OSAS  

Testing Center, you will need to submit your exam requests at least one week in advance for regular  

exams or quizzes. Connect with OSAS, the Testing Center or your Specialist for step-by-step  

instructions on scheduling your exams.  

QUESTIONS?  CONTACT  US!  

Grace Ford Salvatori Hall (GFS) 120  

(213) 740-0776  

OSASFrontDesk@usc.edu  


	HOW TO GENERATE ACCOMMODATION LETTERS
	STEP 1
	STEP 2
	STEP 3
	STEP 4
	I’VE EMAILED MY ACCOMMODATION LETTERS, NOW WHAT?
	OTHER HELPFUL TIPS:
	QUESTIONS? CONTACT US!
	Grace Ford Salvatori Hall (GFS) 120
	(213) 740-0776
	OSASFrontDesk@usc.edu



