
AccessMSU- Student Guide

Signing In, Sharing Accommodations, Scheduling 

Meetings



About AccessMSU

This resource is to introduce you and 

walk you through MSU’s 

new accommodations management 

portal, AccessMSU. This portal will 

allow students to create a profile with 

RCPD, upload documentation, 

request meetings with their Access 

Specialists, and send 

accommodations directly to 

instructors. 



What Has Changed:

• Students do NOT need to email PDFs 

of Accommodation Letters to 

instructors anymore

• Students must log into AccessMSU to 

share their Accommodation Letters 

with instructors directly  

• Instructors receive email notifications 

when Accommodation Letters are sent, 

including new added accommodations 

mid-semester

• Instructors are also learning this 

system for the first time, if there is 

confusion, contact your Access 

Specialist



What Has Not Changed:

• Students and instructors should 

still engage in interactive 

conversations about how  

accommodations will be 

implemented for individual 

courses



Step 1: Signing In

• Login to AccessMSU using 

your MSU credentials

• If you have already created a 

"MyProfile" account (RCPD's 

former system) at any point, 

your information has already 

been moved to AccessMSU

• If you cannot access your 

account please contact your 

Access Specialist 

https://pike.accessiblelearning.com/msu


Step 1: Signing In Continued

• When you log in, your dashboard 

will include "Accommodation 

Requests" and "Access 

Specialist" boxes. 

• Accommodation Requests: You 

will use this field to send 

instructors your accommodation 

letter

• Access Specialist: Your Access 

Specialist's name, email, and 

scheduling link are included in 

this field



Step 2: Request Accommodations for 
Classes

Select "Add Request for x Class" under the 

Accommodation Request box for the current 

academic term.



Step 3: Select Classes

• On the next page, you can select the classes 

you'd like to request accommodations for.

• You will not be able to request 

accommodations in a course more than 7 

days prior to the start of the semester, or 

less than 7 days from the end of the 

semester. Contact your Access Specialist 

with extenuating circumstances.



Step 3: Select Classes Continued

• Select "Apply the same accommodations to all 

selected courses" if: 

o You plan to request all of your 

accommodations for all of your classes

o You'd like to bulk request the same 

accommodations for all of your 

classes(versus individually choosing each 

accommodation for each class)

o We recommend this option so you don’t miss 

sharing any of your accommodations

• Select "Continue To Next Step" to move onto the 

accommodation selection page.



Step 4: Select Accommodations to Share with Instructors

• On the next page, select all the 

accommodations you'd like for your 

classes. This will create your 

accommodation letter.

• Choose the "Select All" option if you 

want to include all of your approved 

accommodations on your 

accommodation letter.

• If you did not select the "Apply all" 

option on the previous page, you will 

need to choose accommodations for 

each class individually.



Step 4: Select Accommodations to Share with Instructors

Continued

• Accommodations you select will be sent 

to your instructor via your accommodation 

letter. If you do not select a particular 

accommodation, your instructor will not 

see it.

• You can go back later in the semester to 

select any accommodations that you may 

not have chosen to select initially, but we 

highly recommend selecting all 

accommodations that may apply to a 

specific class, even if you do not intend to 

use them, at the beginning of the 

semester.



Step 5: Read and Agree to Terms

Before submitting your request, you must 

agree to the terms of requesting your 

accommodations by reading the agreement 

statement and selecting the checkbox next 

to the statement.



Step 6: Submit Your Request

To finally submit your request, select 

"Submit Request” and your 

accommodations will automatically be sent 

to your instructor(s).



Accommodation Letters

• Your instructor will receive an email when you 

submit your request (accommodation letter).

• All the accommodations you selected for each 

course create a unique accommodation letter 

for each course/instructor. 

• Some accommodations include a description 

with implementation instructions.

• Your Access Specialist and their contact 

information is listed at the bottom of the letter. 

• If you have accommodations that have an 

expiration date, they will be noted specifically.



Accommodation Letters Continued

• To see all your approved 

accommodations in once place, 

select "My Eligibility" in the "My 

Dashboard" box on the left side of 

your screen.

• Within "My Eligibility" you can 

generate an Accommodation 

Letter by selecting "Generate 

PDF"

o You should NOT email this 

PDF to your instructor. Please 

follow steps 1 – 6 to share 

your accommodation letter 
with instructors.



Update Accommodation Request

If you need to request an 

accommodation or remove an 

accommodation partway through the 

semester, you can do so by signing in 

to AccessMSU, and navigating to the 

Overview page. It will now display the 

accommodations you have requested for 

your courses.

You can click on “Modify Request” under 

the course you wish to modify.

https://pike.accessiblelearning.com/msu


Update Accommodation Request Continued

This will bring up the course 

information and all the 

accommodations you have 

been approved for. You can 

edit by checking or 

unchecking boxes, and then 

selecting “Update Request”.

Your instructor will receive an 

email notifying them of this 
change.



Scheduling Meetings with Your Access Specialist

• As of 6/1/26 students will continue to use their Access 

Specialist's Bookings page to schedule meetings.

• Contact your Access Specialist for the link to their Bookings page.   

• Review slides 19-22 for instructions on how to schedule a meeting 

with your Access Specialist through AccessMSU once this function 
is live. 



Schedule Meeting

You will be able to schedule a 

meeting by selecting "Request 

an Appointment" in the Access 

Specialist box on the right.



Request Meeting

Once you’ve requested a 
meeting , you'll be taken 
back to your 
"Appointments" page and 
you'll see the pending 
request. 

You will receive an email 
confirming your meeting 
request, and you can also 
see this email by clicking on 
"My Mailbox" in the "My 
Dashboard" box to the left 
side of the screen.



Upcoming Meeting

Once your meeting is confirmed,  
the"Upcoming Appointment"  box will change 
to reflect the meeting time and details. You'll 
also receive an email. 



Confirmation 
Email

You'll receive an email 
confirmation of your 
upcoming meeting.
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