[bookmark: _ryckgxkgsey8]Requesting an Appointment:

To Schedule appointments: 

[bookmark: _14qa6aud84zq]Navigate to the “Appointments” sub tab on your Accommodate home screen.

The “Appointments” tab located on the left side of the page will take you to the screen shown below.


[image: image of the Student Appointment request feature in the Accommodate platform showing the "Request New Appointment" button ]
[bookmark: _at03je2wntxy]Click on the “Request New Appointment” button.

[image: image of the Student Appointment Request process displaying options for students to select dates and time ranges. ]

[bookmark: _wm9o2cn43ycm]Choose your meeting type (General 50 or General 30)
[bookmark: _3q1j1vokdf5m]Select a date and time range.
[bookmark: _2o5mmiw0raov]Select Campus location (your home campus)

If available, select the name of the professional staff member you’ve worked with in the past. 

[bookmark: _c4np6u29lb2b]Click on the “Check Availability” button. 
A list of available dates and time will be displayed on the right-hand side of the screen. From the list of available dates, pick one that works best for you and click on it. 

[bookmark: _bg2edu137mym]Confirm your requested appointment date and time. 
Next a screen will pop up asking you to confirm your requested appointment date and time. You’ll have the option to add notes into the appointment request. 


[image: image of the Student Appointment Request process displaying the confirm appointment option. ]

[bookmark: _3o949238a8cs]Click on the “Submit Request” button.
Your request will be sent to your campus Accessibility Office. 

Your campus Accessibility Office will review your requested appointment and notify you if the appointment is confirmed via email. 

[bookmark: _gq868hvqoxmg]View confirmed appointments.
You can also view confirmed appointments by clicking on the Appointments sub tab. All confirmed appointments will appear in the box on the right-hand side of the screen.




[image: image of the Student Appointment Request page displaying when an appointment has been confirmed by accessibility staff ]
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