How to Complete a Semester Request (renew an accommodation letter)

1) Go to the DSS website (www.montgomerycollege.edu/dss), access the DSS Student Information and Resources
page, either by clicking on “New and Returning Students” on the main DSS page, or by clicking on “Student
Information and Resources” in the link menu.
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2) On the “DSS Student Information and Resources” page, select the “Returning Students: How to Renew
Accommodations” option to expand the menu.

DSS Student Information and Resources

DSS provides comprehensive services including counseling and advising, accommodations and academic adjustments, assistive technology,
and tutoring. Accommodations are determined on a case by-case basis and may include extended time, note-taking assistance, sign language

interpreting services, and alternative formats for printed materials.

Each campus offers assistive technology, including computers with disability-specific software and hardware, voice recognition and

synthesizers, print magnifiers and scanners, large print, and Braille, as well as individual tutorial support.
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3) Click on the “Semester Request” link to access Accommodate. This will open a MyMC sign-in screen.
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1. Video instructions about how to complete a Semester Request are available here.
2. Step-by-step written instructions about how to complete a Semester Request are available

4) Login to your Accommodate account using your MyMC username and password.
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5) From the main Accommodate page, click on “Accommodation” in the left side menu. It is the second option in

the menu.
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6) Inthe Accommodation menu that opens, click on “Semester Request” option. It is the second option in the sub-

menu.
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This will open the Accommodation Request screen. Click on the “Add New” button toward the middle of the
screen.
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The next screen will list the accommodations that you are approved for. Below this list is a selection box with a

drop-down menu. Select the semester for which you are requesting an accommodation letter renewal. NOTE —
if you have registered for more than one semester at a time, you should request your letters one at a time. For

example if you are registered for Summer and Fall you should request your Summer letter, wait for the letter to
arrive, and then request your Fall letter.
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9) Once you have selected the semester, your classes should appear on the right hand side of the screen. (If the
information is inaccurate, please continue with the process anyway. You can take a screenshot of the incorrect
information and email it to dss@montgomerycollege.edu to help us identify problems.) Click on the “Review

” H
The Renewal” button above the list of classes.
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10) The next screen will list each accommodation for which you are approved. Scroll to the bottom of the screen
and click on the “Submit” button. NOTE: The “Request Additional Accommodation” button does not allow you
to add accommodations that are not already approved for you. If you want to add new accommodations, you
will need to contact your counselor to schedule an appointment.
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11) The screen will show a list of the accommodations that you requested to have renewed for the semester. Your
request has been submitted, and your counselor will email your accommodation letter to you when they have
processed your request. Reminder — if you need to request letters for more than one semester at a time you
should submit a request for the first semester, wait for the letter to arrive, and then submit a request for the
second letter.
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