
Requesting Note Taking Services 

  

The following outlines the steps to be taken when requesting a note taker for a course: 
  

a. Course Notes 

 Open ‘Course Notes’ on ClockWork 
 Select ‘Courses / notes’ from the navigation bar 
 Select the appropriate term using the “Show Term” drop down and then click on 

‘Refresh list’ 
 Follow onscreen instructions 

 

 
 

b. Requesting a Note Taker 

 In the ‘I require a note taker’ column, select ‘change this’ for each course in 
which you wish to have a note taker 

 With each course you select, a pop-up will confirm that you require a note taker 
  

 

https://clock.uss.ualberta.ca/clockwork/user/notetakingstudents/default.aspx


 Once you’ve registered your classes for Note Taking Services, volunteer note 
takers will be recruited in each class you have indicated. Monitor the note taking 
module for updates.  

 If you want to cancel a request, select ‘change this’ again to set it to ‘No’ in the I 
require a note taker column.  

 

 
 

c. Choosing a Note Taker 

 Volunteers will upload a sample of their notes for you to view and choose from 
 If a note taker is available for a course you will see the button ‘Select a notetaker’ 

in the ‘Notetaker availability’ column of your course list 
 Select it to browse through sample notes 
 Once you have decided on a note taker, select ‘Choose this notetaker’ 

  

 You have to choose a note taker by the end of the second month of Fall/Winter 
term and by the end of the first month of Spring/Summer term. 

 After you choose a note taker in the system, ClockWork will send an automated 
notification to the volunteer whose notes you have chosen 

 The message will inform the volunteer that their notes were selected and will 
request they upload notes on a regular basis 

 Remember to email your Accessibility Advisor to let them know how many 
note takers you have requested so they can apply for funding 

 

d. Accessing Notes 

 In the ‘My lecture notes’ column, choose the course for which you want to view 
notes and select ‘Notes’ 



 
 

 You can see all of the notes uploaded according to their lecture date and can 
download them by selecting ‘View notes’ in the ‘Download’ column. 

 Keep a backup copy of the notes. 

 
If you encounter any problems related to note taking, please notify the Note 
Taking Services Administrator as soon as you can via e-mail at 
arnote@ualberta.ca 
 


