Clarkson College Writing Lab

o
Appointment Scheduling Instructions ~ Clarkson

College

Prepare to be the best.

Scheduling an On-Campus or Online Appointment

1.

Sign into the Writing Lab’s scheduling website at
https://clarksoncollege.mywconline.com/ . The first time you visit the site you will need to
register for an account using your Clarkson College email address:

-

Retd

SELECT A SCHEDULE
On Campus Witing Lab Schedule Su'23
Online Writing Lab Schedule Su'23

Check this box to stay logged

Having trouble logging in? Reset your
password

Receiving unwanted texts? Remove your

mobile number.

2. Once you have an account, you will be able to log in and choose whether you are

interested in the "On Campus” or “Online” (videoconferencing) schedule, or you can
toggle between the two scheduling pages under the “Schedules” tab:

dule Su'23

July 26 - Augl
Previous Week | Current Week | Next Week | )

Display Options

Show All Staff & Resources M

Jul. 26: Wednesday

Amy (On Campus)

Emily (On Campus)

3. Then, select a day and time for your appointment by clicking on an available white

square.

4. The "Create New Appointment” pop-up form will ask for details about your session:
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https://clarksoncollege.mywconline.com/

Create New Appointment
Client

iroman, Carla (vromancara@clarksoncollege. edu) |

Appointment Date
Thursday, May 18, 2022:

2:00pm W |ED|2:45pm b4 | Shove RCPCAT O

Staff or Resource

Carla (On Campus) (On Campus Writing Lab Schedule Su'22)

Questions marked with a * are required. Questions marked with aomm anwr are only available to and shown
to administrators. (As an administrater, you can save an appeintment without filling in required fields—
excent if thoze required figlds are alzo tagged 2z administrater-on’y questions.)

Course Number *

APPOINTMENT LIMITS: Appointments must be 45 minutes in length. |

Instructor *

Instructor's Email Address *

What would you like to work on today® *

Send session report to your Instructor? (check 2/l thatzpply) *

ez

No

" This schedule supports file attachments. To attach a file to thiz appointment, uss the cotions below. If
making a repeating appaintment. files will only be attached to the first (this) appointment. File attachments
must be SME or less and in one of the fellowing formats: .dec, .dock, .numbers, .odt, .pages, .pdf, .rtf,
xt, wepd, wps, s, or s

File #1 Dacument Title Motify Client? @
‘ Choose File | Mo fil.._hosen | | |No A |
File #2 Document Title Motify Client” &
‘ Choose File | Mo fil.._.hosen | | Ne A |
File #3 Document Title Motify Client® &

| | [ne v]

‘ Choose File | Mo fil.._.hosen

Create Appointment

a. On-campus appointments are
scheduled for 45 minutes each, and
online appointments are scheduled for
one hour.

b. You can choose if you want the
session report to be sent to your
professor.

c. At the bottom of the form, you can
follow instructions to attach documents
(such as a draft and assignment
directions) to the appointment;
however, you can also attach
documents later by editing your
appointment, or you can wait and
share documents during your session.

d. Don't forget to click on “Create
Appointment” at the bottom.

5. For on-campus appointments, consultants are currently meeting in the Success Center on
level two of the main building, which is to the left when exiting the elevators. If you
selected an online appointment, please continue reading for instructions regarding how

to connect.

Clarkson College Writing Lab writinglab@clarksoncollege.edu



Joining an Online Appointment

1. From a computer with a camera, microphone, and stable internet connection, log back
into https://clarksoncollege.mywcoline.com about five minutes before the scheduled

appointment and click on your appointment square from the online schedule:

10:00am

All appointments are in Central Time.

3. From the pop-up box, select “Start or Join Online Consultation” and, when prompted,
allow use of your microphone and camera. The consultant will join you at the

appointment start time.

MEET ONLINE? ONLINE

If you choose an online appointment, log back in to this website approximately five to ten minutes

before the start of your appointmen| nd click "Start or Join Online /
Consultation.” /
START OR JOIN ONLINE CONSULTATION

v
a. During the session, the camera may be switched off/on by clicking the video camera
icon at the bottom of your video box.
b. While your consultant will be glad to assist you during the session with the tools for
optimal productivity, you may also connect at any time before your appointment to
paste any draft that you may have completed onto the whiteboard or to familiarize

yourself with features such

as the formatting tools and chat box:
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WELCOME TO YOUR ONLINE CONSULTATION! Look at the participants icon at the top right to see if anyone else

is already here.

WHITEBOARD:

ted, import your d

If you encounter technical difficulties, email writinglab@clarksoncollege.edu. A consultant can
help troubleshoot or send you a Zoom link as an alternative.
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Canceling an Appointment

If you need to cancel your appointment, simply log back into the scheduling website, select
your appointment square, and click the “cancel appointment” tab at the bottom of the pop-
up. Please make any cancellations at least two hours prior to the appointment to allow other
students the opportunity to use the timeslot and to avoid having a "missed appointment” on
your account.

We look forward to working with you soon!
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