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 Submit Notetaker Application 
 
 
 
This guide is intended for non-DSPS students who elect to provide class notes for a DSPS student as a 
notetaker.  If you are a DSPS student who is looking for a guide on how to access course notes, click here to be 
directed to the correct guide. 
 
 
Eligible notetakers qualify for priority registration or volunteer service hours.  If you are interested in enrolling 
into the Notetaker Program as a notetaker at LBCC, please ensure that you meet the following requirements: 
 
 

1. Are currently active and enrolled in any courses you provide notes for. 
2. Possess a cumulative grade point average (GPA) of at least 2.0 at LBCC. 
3. Have not completed more than 100 total units at LBCC (may not receive priority registration, but still 

qualify for volunteer service hours). 
4. Are not currently on progress probation at LBCC. 
5. Not have any significant holds levied to your account. 

 
 
To submit an application to become a notetaker, please start by clicking this link: 
 
 
https://clockwork.lbcc.edu/ClockWork/user/notetakingnotetakers/NotetakerAppNew.aspx 
 
 
The page will prompt the user with instructions to enter their student ID and password in the corresponding 
fields.  This is the same login information used to log into your PeopleSoft account to add/drop courses.   

 

http://www.lbcc.edu/DSPS/documents/DSPSStudentNotesGuide.pdf
https://clockwork.lbcc.edu/ClockWork/user/notetakingnotetakers/NotetakerAppNew.aspx
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If you forgot your password, please select this link to reset your password. 
 
http://www.lbcc.edu/NetworkServices/ForgotPassword.cfm 
 
 
Upon successful login you will see the profile page.  Please verify that the auto-generated personal 
information is correct.  You may not edit the name or ID number listed.  If one or more of these items is not 
correct you will need to submit a completed “Name Change Correction” form to Admissions and Records and 
your information will be automatically updated with DSPS the next business day.  If any information does not 
apply to you, please type in N/A in the available text box(es). 
 
When ready select “next”. 
 

  
 
 
 
 
 

http://www.lbcc.edu/NetworkServices/ForgotPassword.cfm
http://www.lbcc.edu/Admissions/forms.cfm
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Please review the note-taking eligibility requirements, check the box indicating that you have 
read DSPS notetaker requirements, and click next to continue. 
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Then indicate the course(s) you volunteer to upload notes for.  Select “next to continue”. 

 
 
Please submit sample notes that a DSPS student can review as an example.  These do not have to be related to 
the course(s) you are providing notes for and can be notes from another class.  Then click “I am ready to upload 
my sample notes”.  Clicking “I do not have sample notes…” will direct you to this instructional guide. 
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Follow the steps to ensure you receive the credit option you prefer.  Then click the calendar 
button next to “lecture date” when you are ready to continue. 

 
 
Select the date the notes were taken. 
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Click “browse”. 
 
 

 
 
 
 
 
Select the notes file and click “open”.  Ensure that you title your sample notes file as either “Sample Notes - 
Priority Registration” or “Sample Notes – Volunteer Service hours” as shown. 
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With a sample lecture date and document identified, select “submit notes” to continue. 

  
 
The system will then confirm that your sample notes were received.  You may view your notes by clicking 
directly on the filename. 
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Example Sample Notes: 
 
Please be sure that the notes clearly identify your name, phone number, course title, lecture topic, date and 
time of the lecture, instructor name, and relevant reference material as shown in this example.  Sample notes 
can include information from an unrelated course. 

 
 
You will receive an email like the one below after submitting your notetaker application. 
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You will also receive an email confirming that your sample notes were uploaded successfully.  Please 
note that you do not need to upload more notes to the system until you are selected as a notetaker. 

 

 
 
 
Once you are selected as a notetaker you will receive an additional email confirming your notetaker status.  
After receiving the email, please login and begin uploading course notes on a regular basis. 
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 Upload Course Notes (Selected as Notetaker) 

 
 
You will receive an email notification once a student selects you as a notetaker.  Please click the link shown in 
the email to continue. 

 
 
 
You will be brought to the Volunteer notetaker homepage.  Click the “Courses / notes” button in the menu 
ribbon above to select which course(s) you will provide notes for and login using your student ID 
number/password. 

 
 
Click “upload lecture notes” for the course(s) you have been selected as a notetaker for. 
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Click the calendar icon. 

  
Click the date when the lecture was held. 
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Then click “browse”. 

 
 
Select the file containing course notes and click “open”. 
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The note(s) you selected will be shown as ready to be uploaded.  To add a second file click 
“New file upload” and repeat the steps. 
 

 
 
Include a comment if needed.  When the information is correct click “submit”. 
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The system will confirm submission of the file and the student receiving notes will get an email 
indicating that you have uploaded new notes.  To view all of the notes you have previously uploaded 
for the course simply select “view uploaded notes”. 

 
 
The page will show all the documents you have uploaded for the course and the lecture dates.  Click “view 
notes” to open the file.  Please remember to log out when you are done. 
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 Withdraw Notetaker Status 
 
If you can no longer provide notes for a particular course, you may withdraw your notetaker status by logging in 
through this link: https://clockwork.lbcc.edu/ClockWork/user/notetakingnotetakers/login.aspx 
 
Then select “Courses / notes”. 
 

 
 
This page will show all courses you have been designated as an available notetaker for in the specified term.  
Start by selecting the drop-down menu under “I am no longer available to take notes for the following course” 
then select the course. 
 

 
 
 
 
 

https://clockwork.lbcc.edu/ClockWork/user/notetakingnotetakers/login.aspx
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With the course selected click “Remove this course”. 

 
 
Please provide a reason for withdrawing as a notetaker in the available comment box.  Then select “confirm” to 
continue. 

 
The page will also be updated with your new status and the DSPS student who was previously receiving 
notes from you will be notified via email to select a new notetaker.  Please log out of the system when finished. 
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