How to Request an Accommodations Letter for Your Instructor(s)
Effective Winter quarter 2018, CAE-registered students can initiate a request for an
electronic accommodations letter to be securely available for faculty members to
view in the CAE Faculty Portal. This is found on the CAE website: www.cae.ucla.edu.
Self-Registration puts the student in the driver’s seat—rather than emailing your
counselor and asking them to send the accommodations letter to your instructor, you
now have the ability to request a letter via our Student Portal. Please note that only
exam and classroom accommodations will be included in your letter.
Instructions:
1. Returning students (ie students that have registered with the CAE and have had
previously approved accommodations) log into the Student Portal found on
www.cae.ucla.edu. You will be taken to a welcome page. (New students must
complete a request for accommodations & register with the CAE before
accessing this feature).
2. From here, select the button that says Send Accommodation letter to
instructor. (Please remember an Accommodation Letter will be available to
your professor in the Faculty Portal. It is not actually sent.)

Send letter link

3. You will see a welcome page with the following message:
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4. When you select the Accommodations button, you are brought to a page that
lists all of your courses for the current term. It will show the status of
accommodation requests for each course.

5. You can click on the Request button for a specific course. A list of your approved
accommodations is shown along the left hand side of the screen under Your
accommodations. Only your most recently approved accommodations will
appear in the list. You can then manage which accommodations you want applied
to the selected course. You cannot make any changes; you can only indicate that
a change is required.
6. IMPORTANT: Please make sure that the instructor and email listed for your
course are correct. If it is not, do not continue. Contact your CAE counselor.
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7. You then must indicate either that the list of accommodations for the course is 1)
correct, 2) needs to be changed, or 3) if additional accommodations need to be
added/deleted. Once you review and agree with the terms outlined, it will be
submitted to the CAE as an accommodation request for your CAE counselor.

8. If no changes are required, an automatic email is sent to the professor that
contains a link to view your letter. You can automatically generate an approved
accommodation letter by clicking on the Get Letter button.

9. If you require additional accommodations or need a change in accommodations,
the accommodation status will change to pending and will be reviewed by your
CAE counselor. Once your counselor approves the accommodation, you can log
in and resubmit your request for approval. If your counselor denies the request,
you can schedule an advising appointment to discuss.

10. If you have any questions about this process, please contact your CAE counselor.

