
Accessing Course Information 

 

Step 1 of 10: Log into the SAS portal by visiting 

https://sasclockwork.cc.umanitoba.ca/ClockWork/user/instructor/default.aspx 

Use your UofM staff email account to sign in through Microsoft. If you are already signed in to a UofM 

account on your browser it might skip the Microsoft sign in 

 

 

Step 2 of 10: Review the “Notice Regarding Collection, Use, and Disclosure of Personal Information and 

Personal Health Information by the University” 



 

 

Step 3 of 10: For Course information, select “Courses”  

 

 



Step 4 of 10:   Accessing Accommodation letters or Tests and Exams  

Step 4a –Ensure the term you want is selected  

 Step 4b- Select either “Accommodation Letters” or “Tests and Exams”  

 

Accommodation Letters:  Select the student’s name you want to look up and then click “View Letter” 

 

Step 5 of 10:  Step 5a: Choose the review the letter in either PDF or HTML format 

Step 5b: Once you have reviewed the letter, click on the box indicating “I acknowledge 

that I have received and reviewed this Accommodation Letter” and click “Submit” 



 

 

Tests and Exams:  

Step 6 of 10: Enter in the date of the test and click “Add this test” 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Step 7 of 10:  Step 7a: Ensure the correct course is being displayed 

Step 7b: Select the box if this is a final exam 

Step 7c: Enter in the date, test start time, and test end time 

Step 7d: Click “Next” 

 

Step 8 of 10: Review the list of students and then click “Next” 

 

 

Step 9 of 10: Fill out all pertinent information and then click “Next” 



 

 



 

Step 10 of 10: Ensure “Test Details” are correct and then select “Browse” to upload your test file.  Once 

you have uploaded the test select “Submit Changes” 

 


