How to Request an Appointment online through Accommodate

1) Go to the DSS website, 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 “Current/Returning DSS Students: Renew
Accommodations or Request Appointments” tab. Clicking on the text of the tab will take you straight to the
page. Opening the tab will direct you to a link for the page.

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 hardwar recognition and

synthesizers, print magnifiers and scanners, large print, and Braille, as well as individual tutorial support.

New DSS Students: How to Apply to DSS

Current/Returning DSS Students: Renew Accommodations or Request
Appointments

3) On the “Current/Returning DSS Student Information” page, click on the “Meeting with Your DSS Counselor” tab.

Current/Returning DSS Student Information

Welcome back, returning students!

Renewing Accommodations

Accommodations need to be renewed each semester. Here's how!

Meeting with Your DSS Counselor

It is important to keep in touch with your DSS counselor. Here are ways to connect with them.



http://www.montgomerycollege.edu/dss

When the tab opens, click on the request an appointment online link. This will open a MyMC sign-in screen.

Meeting with Your DSS Counselor I
It is important to keep in touch with your DSS counselor. Here are ways to connect with them.
Current students who have already established accommodations with our office can request an appointmenit online (2.
Follow our step-by-step written instructions, or watch the video directions. Students may also contact their DSS counselor
directly via email to schedule an appointment. If you have general questions or do not know who your DSS counselor is, email

dss@montgomerycollege.edu

Login to your Accommodate account using your MyMC username and password.

Class Schedules | Return to Campus | Vaccine Requirements | Health Self-Assessment | Donate to Scholarships.

coltzee @vymc

Enter your MyMC ID and Password

REGISTER &
PAY ON TIME

May 31, 2022:
Summer | classes begin

June 21, 2022:
Midsummer classes begin.

July 11, 2022
Summer Il classes begin

August 29, 2022: Fall classes begin.

From the main Accommodate page, click on “Appointment” in the left side menu. It is the third option in the
menu.
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In the Advising Appointment menu that opens, you will see a list of requested and approved appointments. If
this is your first time requesting an appointment, these sections will be blank. Scroll to the bottom of the screen

and click on “Request New Appointment.”
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8) You must select an appointment type. Your choices are:

e Initial Intake: this is the very first appointment that a student will have with a DSS counselor. If you have
never met with a DSS counselor before, this is the option you should choose.

e Follow Up: this is a regular appointment for an established DSS student that will last up to an hour. If you
are discussing a complicated situation, want in-depth counseling or advising, or want to ask about adding or
changing an accommodation, this is the option you should choose.

e Check In: this is a short appointment for an established DSS student that will last up to thirty minutes. If you
have a quick question, need clarification on a minor issue, or have some other quick and easy thing to
discuss, this is the option you should choose.
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9) Select the appointment type you wish to schedule and click “Done.

Initial Intake (90 min)

Follow Up (60 min)

Check In (30 min)

10) The options for appointments will not appear yet. You can select a date range, time range, location, and days of
the week that you are available. The more restrictive you set the ranges, the less options you will see. DSS
recommends not setting a location as leaving this blank will allow you to see all location options that your
counselor offers. Once you have set your parameters (or left them at the defaults), click “Check Availability” at
the bottom of the screen (you may have to scroll down depending on your screen settings).
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@ If your counselor has no availability, contact DSS directly by email at dss@montgomerycollege.edu or by phone at 240-567-5058.
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11) The screen will display your search parameters on the left, and your counselor’s availability on the right. Each
entry lists the start time, location, your counselor’s name, and the maximum length of the appointment. When
you find the slot that you prefer, click on the link that says “Open Slot.”

@ If your counselor has no availability, contact DSS directly by email at dss@montgomerycollege.edu or by phone at 240-567-5058.
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v Thursday, Feb 2, 2023

Open Slot 8:30am
Rockville DSS Office - Rockville - 90 mins

Open Slot
Zoom Appointment - Erin Hudgins Zoom Room - 90 mins

Open Slot
Rockville DSS Office - Rockville

Zoom Appointment - Erin Hudgins Zoom Room - 90 mins

Open Slot 9:30 am
Rockville DSS Office - Rockville - 90 mins

Open Slot
Zoom Appointment - Erin Hudgins Zoom Room - 90 mins

Open Slot 10:00 am
Rockville DSS Office - Rockville - 90 mins

Open Slot
Zoom Appointment - Erin Hudgins Zoom Room - 90 mins

Open Slot 10:30 am
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12) The Confirm Appointment dialogue box will open.

Confirm Appointment

* indicates a required field
Length *
90

Date *
February 02, 2023

Location *
Zoom Appointment

Room
Erin Hudgins Zoom Room

Time *
9:00 am

Type *
Initial Intake (90 min)

13) Scroll down in the box to confirm the details you have selected. If you are scheduling a Follow Up or Check In
appointment, please give a brief description of the topic(s) you want to discuss with your counselor in the
“Reason for Appointment” field. To finish confirming your appointment request, click “Submit Request.”

Confirm Appointment

Type *
Initial Intake (90 min)
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14) You will then see your appointment request on the Advising Appointments page. Your counselor will receive a
notification that you have requested an appointment with them. They will approve or send back your request.
You will receive a confirmation email that your appointment request was received, and will then receive another
email once the appointment request has been approved or sent back with instructions about what to do next.



Advising Appointment

@ If your counselor has no availability, contact DSS directly by email at dss@montgomerycollege.edu or by phone at 240-567-5058.

@ Your appointment limit has been reached for Type: Initial Intake
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1 Results

Erin Hudgins 90 mins

Initial Intake
February 02, 2023 - 9:00 am

Zoom Appointment - Erin Hudgins Zoom Room
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No records found.




