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1. About the new system 
The “Request for Academic Accommodations for Students with Disabilities” (hereinafter referred to as 

“accommodation requests”), which was previously distributed mainly by students to instructors by hand, 

will now be distributed through the new system. For details on how to confirm the accommodation requests, 

please refer to “2. The flow from the instructors’ confirmation to response to student requests in the new 

system” in this manual. Additionally, when accommodation requests are distributed to instructors through 

the new system, students will also provide instructors with documents explaining the new system and how 

to log in. 

Although most accommodation requests will be automatically distributed to the instructors through the 

new system (Pattern 1), for some students, such as those with hearing or visual impairments (e.g., 

blindness), accommodation requests will be approved before the start of the course and distributed by 

hand to request support related to information assurance from the first class (Pattern 2). In addition, 

accommodation requests for required courses will be distributed through the new system. However, for 

courses that could not be selected at the time of application before registration (e.g., courses with a lottery 

system), accommodation requests will be distributed by hand only for the added courses (Pattern 3). When 

receiving accommodation requests by hand, please take sufficient care in handling personal information 

and confirm the contents of the accommodation requests. 

Examples of accommodation request distribution patterns 

① Patterns distributed to all classes using the new system 

② Patterns distributed by hand with prior approval and handed out on the first day of class 

③ Mixed distribution pattern using the new system + hand delivery, etc. 

 

2. Distribution of the letters of academic accommodation in the new system 
 (The flow from the instructors’ confirmation to response to student requests)  

(1) Login Method  
① Log in from your university e-mail (automatic notification) 

An automatic email with the subject “Academic Accommodations for Students with Disabilities” will be 

sent to the instructor's campus email, notifying them that the accommodation request has been distributed. 

 

 

 

 

 

 

 

 

 

 

Click this URL to view the 

student's application details 

and accommodation requests. 

RAINBOW authentication may 

or may not be required when 

switching screens. 



3 
 

②Log in directly to the system 

Log in directly from the Academic Accommodations for Students with Disabilities System. 

(URL: https://ritsumei.lightning.force.com/lightning/o/hed__Application__c/list?filterName=R_FacultyInReviewForFaculty )  

When logged in, the following screen will be displayed. Click “Log in using SSO Log in,” and you will be 

taken to the authentication screen and application list screen. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Alternatively, click on the following links on the Academic Affairs website and log in from the “Academic 

Accommodation for Students with Disabilities System.” 

Academic Affairs (For Faculty Members) > Class Administration > Special consideration for students’ 

absence from classes > Academic Accommodation Application System for Students with Disabilities 

 

After logging in, a list of applications “Instructor in Review” will be displayed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

RAINBOW authentication may 

or may not be required. 

Select the Application ID to review 

the accommodation request. 

Please click “Update” each time to 

check the latest status. 

Login screen for the first time 

If you have logged in to SSO in the past, 

the following screen will be displayed. 

Be sure to log in here. 

https://ritsumei.lightning.force.com/lightning/o/hed__Application__c/list?filterName=R_FacultyInReviewForFaculty
https://ritsumei.lightning.force.com/lightning/o/hed__Application__c/list?filterName=R_FacultyInReviewForFaculty
https://www.ritsumei.ac.jp/staff-all/academic-affairs/eng/
https://www.ritsumei.ac.jp/staff-all/academic-affairs/eng/
https://www.ritsumei.ac.jp/staff-all/academic-affairs/eng/current/administration/treatment.html/
https://www.ritsumei.ac.jp/staff-all/academic-affairs/eng/current/administration/treatment.html/
https://ritsumei.lightning.force.com/lightning/o/hed__Application__c/list?filterName=R_FacultyInReviewForFaculty
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③ Instructor Portal / Language Switch  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
・Language Switch  

To change the Language, click on “設定【Settings】” in the top-right corner and select “言語とタイムゾ

ーン【Language and Time Zone】”.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select “English” and click the 

“Save” button. 
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（2） Confirmation of the content of accommodation requests 

You can view student information, course information, and accommodation requests from the 

individual student application screen. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
（3）Response to students 

After confirming the academic accommodation requests, please be sure to contact the student for 

confirmation (response). 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click here to view the academic 

accommodation requests. 

On this screen, you can check the student's information and the 

classes for which accommodations have been requested. 
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Comments can be entered optionally. 

If you do not have any comments, select “No” and click “Next.” 

If you have comments, select “Yes,” enter your comments in the comment field that appears, and click 

“Next.” A confirmation screen will appear. If there are no problems, click “Respond.” 

 

When you have finished responding, the display will change to “Response complete.” 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

When you respond, an automatic email notification will be sent to the student's university email address 

confirming that the course instructor has reviewed the accommodation requests. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Students can view the details of the accommodation statement 

acceptance notification on the screen from this URL. 

Any comments from the instructor will be reflected in the 

“Messages from instructor” section. 
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4. Points to note regarding the new system 
In the new system, accommodation requests are distributed in accordance with course schedules. 

Therefore, if you are teaching multiple classes per week, you will receive duplicate accommodation 

requests from the same students. (For example, if you are teaching courses during the second and third 

periods on Mondays, you will receive two request documents, one for the second period and one for the 

third period on Mondays).  

Additionally, due to the specifications mentioned earlier, you may receive duplicate accommodation 

requests from students enrolled in multiple courses that you teach. (For example, if a student is taking 

both subject A and subject B taught by you, you will receive two request documents, one for subject A and 

one for subject B.)  

We apologize for the inconvenience, but we request that you confirm and complete your response in all 

accommodation requests accordingly. 
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