
AccessMSU - Instructor Guide

Communication



This guide

AccessMSU sends accommodation-

related communications automatically. 

When a student requests  

accommodations for your class, the 

system sends you an email with the 

accommodation letter attached.

This guide covers all emails related to 

accommodation requests. 

For information on how to view specific 

accommodations on the faculty portal, 

see AccessMSU Faculty Guide.

https://edge.sitecorecloud.io/michigansta4a14-msu70a4-prod718c-8cd0/media/project/msu/uhw/docs/accessmsu--instructor-guide.pdf


When you will start getting emails

• Accommodation letters are not sent until seven days before classes begin.

• Students can request their accommodations earlier than that, many do, but 

the system holds all letters and releases them seven days before the 

semester starts.



What this email looks like

Student name, email
Semester-year, course number

Instructor name

Student

Student

Student



Email vs. PDF

• Note that students can download their accommodation letter, you may 

also receive an email from students with the letter in PDF format.

• The PDF should have the same accommodations as the email.



How to read an 

accommodation letter

Student information, 

semester and course 

number

Accommodations that 

this student is 

approved to use in 

your course



How to read an 

accommodation letter

Some example 

accommodations



How to read an 

accommodation letter

Temporary accommodations will have an expiration 

date next to them on the letter.



When accommodations are updated

• If a student changes which accommodations they are using in your class, adding one 

or dropping one, you will receive a revised letter.

• The newest letter always replaces the older one. 

• If an accommodation that was on the earlier letter is missing from the new one, 

the student has chosen to stop using it in your class. That's a normal part of 

how the system works, not a mistake to flag.

• Anything newly added applies from the date you receive the revised letter 

forward.



Student information, semester 

and course number

Name of the access specialist

Updates to this student’s 

accommodations



Make sure you receive emails from the system

• These emails come from the AccessMSU system so the sender address may look 

automated. As a result, they sometimes end in junk folders

• They generally follow this format:

• Sender: [Access Specialist: notify@rcpd.msu.edu]

• Subject line: [RCPD] Summer 2026 RCPD Accommodation Letter – Student 

Name - Course Number

• To avoid missing a student’s accommodation, please make sure that emails from 

notify@rcpd.msu.edu and rcpd@msu.edu are not blocked or filtered.

mailto:notify@rcpd.msu.edu
mailto:rcpd@msu.edu
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