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If you have not registered a user account for MyWCOnline, please do so before proceeding below.  
 
The Writing Center provides live synchronous online tutorials via MyWCOnline through a variety of 
mediums (web camera, audio, type chat, etc.). The system runs on HTML 5 and is compatible on most 
tablets, mobile devices, and computer systems and works best with Google Chrome and Mozilla Firefox. 
The Writing Center will be conducting online only tutorials beginning Monday, March 16th, 2020, until 
further notice. 

Step 1: Scheduling the Appointment 
The Writing Center continues to offer online tutorial for our Main Center, Graduate Writing Center, and 
WSB Writing Lab services. To meet with a tutor in one of these locations, please complete the following 
steps: 

1. Login to MyWCOnline by entering your registered email address and password.  
2. Select the appropriate date and schedule option from the drop-down menu. 

 
3. When the schedule loads, select an open time-slot (white boxes) and complete the 

registration form to complete your booking. To see the full color legend, mouse over the 
“Help” feature. 

 
4. A few items to consider: 

o Sometimes the appointment registration form opens in a new window behind the 
current screen. 

o Complete all items with a red asterisk. Entering this data helps tutors better prepare 
for your sessions and allows the Writing Center to collect critical assessment data. 

o When you have completed the form, select the “Save Appointment” option at the 
bottom of the screen. Your saved appointment will appear as a yellow reservation on 
the scheduling interface, and a confirmation email will be sent to your registered 
email address.  
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Step 2: Attaching Documents  
If you would like a tutor to review a written draft, please upload your document at least 1 hour prior to 
your tutorial start time. If you are scheduling a brainstorming session, no attachment is required, but 
please indicate that you’re in the brainstorming stage in the appointment form. We also recommend 
attaching a copy of your assignment guidelines to the reservation. 
 

While Creating the Appointment After Creating the Appointment 

1. While creating your appointment, 
scroll to the bottom of the 
appointment form to the section 
called “This schedule supports file 
attachments.” 

2. Click “Choose File” and select the 
appropriate file from your computer; name 
the document. You may attach as many 
documents as needed (see arrow “A”). 

3. Click “Create Appointment” (see arrow “B”). 

 

1. Locate your scheduled appointment, which 

will be colored yellow, and click it to open 

the appointment pop-up window. 

2. Scroll down to the bottom of the pop-up 
window, and click “Edit Appointment.” 

3. Click “Choose File” and select the appropriate 
file from your computer; name the document. 
You may attach as many documents as needed 
(see arrow “A”). 

4. Click “Create Appointment” (see arrow “B”). 

 
 

 

Signing-in for Your Tutorial 

We recommend joining the consultation room at least 5-minutes prior to your 
reservation time. To check in for your web conference tutorial, complete the following 
steps: 

1. Login to MyWCOnline by entering your registered email address and password.  
2. Select the appropriate date and schedule option from the drop-down menu. 

3. Click on the yellow appointment block on the schedule (see arrow “A”). This will open up the 

  

 

 

Click on the yellow appointment block on the schedule (see arrow “A”). This will open up the appointment form pop-up window.
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appointment form pop-up window. 

 
4. Click the red “Start or Join Online Consultation” text on the pop-up window (see arrow “B”). 

 

 
5. Once the consultation window opens, you may be prompted to share your camera and 

microphone with your browser (depending on your browser settings). Doing so will allow 
you and the tutor to communicate more quickly and more effectively utilize the tutorial 
time. 

o If video/audio chat doesn’t start immediately, click “Start Video/Audio Chat.” 
o If you are unable to do a video/audio conference, you can use the text box to 

communicate with the tutor. 
o If you cannot connect by any means, call our front desk at 801-863-8936. 

 

Writing Center Tutorial Policies 
• All patrons are limited to a maximum of 60-minutes of one-on-one tutoring per day. Sessions 

may be scheduled in 20- 30- 45- or 60-minute increments, depending on the specific schedule. 

• If you miss 6 appointments without canceling your tutorial or notifying the Writing Center in 

advance, your MyWCOnline account will be automatically disabled for the remained of the 

semester. All appointments are reserved on a first-come, first-serve basis.  

• Patrons who are more than 10-minutes late for their sessions will forfeit the remaining time 

of their appointment to a student on the waiting list. 

• Please arrive 5-10 minutes early for your sessions. If you need any assistance with 

troubleshooting the online platform, please contact our front desk at 801-863-8936. 

• Please be courteous to Writing Center staff members as they assist you through reservations, 

tutorials, etc. For more information on campus culture, please see the UVU Students Rights 

and Responsibilities policy. Patrons found in violation of this policy may be referred to the 

Dean of Students and/or Title IX Office.  

• As proof of your attendance, your instructor may ask that you include a copy of 
your Client Report form with your final submission. Use the instructions below to 
access your Client Report forms: 

 

 

https://www.uvu.edu/catalog/2018-19/policies-requirements/student-rights-and-responsibilities.html
https://www.uvu.edu/catalog/2018-19/policies-requirements/student-rights-and-responsibilities.html
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Proof of Attendance 
At the end of each session, tutors complete an electronic “Client Report Form.” This form is 
delivered to each patron via the email addressed registered with their account. Please note that 
tutors will not sign drafts or other documents as proof of attendance.  
 
Your instructor may ask that you include a copy of your “Client Report Form” with your final 
submission or as part of another assignment. Use the instructions below to access your form: 

 

1. Check the email address associated with your account. 

a. It may take 15-20 minutes for emails to route through the serve and into your 
account.  

b. If an email from the Writing Center is not in your "inbox," please check the "spam" 
folder.  

2. If your form is still missing, please call the Writing Center front desk, and we can resend 
the form to your email address. We suggest providing the front desk Office Assistant with 
a secondary email address for the form, as occasionally, some email servers will not 
accept the MyWCOnline form. 

3. If you still do not receive a copy of your form, please come into the Writing Center, and 
we will provide you with a print copy of the form. 

4. For proof of attendance, please check your instructor’s guidelines. Some will ask that you print 

out or forward the emailed form to their campus email, while others may ask that you attach 
the form to an assignment in Canvas. 

 

Note for Instructors: Please be advised that the Writing Center no longer mails hard copies of the 
client report form to instructors. However, the tutors can add you as a recipient of the electronic form 
if your student provides them with your email address. 
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