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A. REGISTRATION 

 
If a client, tutor, or administrator has never used WCONLINE before, they must first register at 
american.mywconline.net. Click the “Register for an account” link. All clients, including tutors, should use their 
@student.american.edu address or the system will not let them register. You can use a password of your choice. An 
ASAC staff member will create the tutor’s profile and will use that exact address. Note: if the two addresses do not 
match, the system will not consider the tutor as staff but as student. In this case, the tutor will not have administrator 
privileges and will not be able to see clients’ information, look at other tutors’ reports (see below) etc. If this happens, 
please contact the Tutoring Lab manager at tutoring@american.edu and let them know. 
 

 
 
 
B. EXISTING USERS 

 
After registering, in order to log in, use your AU e-mail address and password and select the appropriate schedule from 
the drop-down menu beneath the password field. Please note: the Tutoring Lab has multiple locations and thus 
multiple schedules, so be sure to check all schedules for your course(s). 
 

https://american.mywconline.net/
mailto:tutoring@american.edu
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C. VIEWING THE SCHEDULES 
 

After logging in, tutors will see the online scheduling window. From here, they can open appointments for the day, as 
well as older appointments, older reports, etc. (more information about this will be provided later). 
 
Near the top and in the middle of the scheduling screen, users can choose different schedules to view and, for Tutoring 
Lab, select the courses for which they wish to see available tutors and appointments. They can also see the color legend 
and quick navigation links by hovering over the yellow ‘HELP?’ button. The weekly schedule shows the name of a 
resource or tutor on the far left and the appointment times across the top. 
 
Days that have passed are grayed out to help users quickly navigate to the current day. Finally, administrators and basic 
administrators can view the names of individuals who have made reservations, while other users only see the available 
and unavailable time. 
 
 
D. NUMBER OF APPOINTMENTS PER STUDENT 

 
Students can meet with a tutor for a given class a maximum of one hour per week (preferably in one, one-hour 
appointment as opposed to in two thirty-minute appointments). They may utilize one hour per two different courses—
in other words, two hours of Tutoring Lab tutoring total—per week. If a tutor notices that a student has signed up to 
meet with them multiple times in a week, they must notify their supervisor. The supervisor will contact the students, 
communicate the policy, cancel the extra appointment(s), and meet with the student to provide extra academic support 
as necessary. Occasionally, an ASAC staff member will set a student up for repeating appointments, and also on 
occasion, twice-weekly appointments with the same tutor. If this occurs, the supervisor will communicate the situation 
and the student’s needs to the tutor.  
 
 
E. APPOINTMENT FORM 

 
To make an appointment, click on the white square below the appropriate time and to the right of the desired tutor. 
Then, answer the questions asking about Instructor, Course, “What do you want to work on?,” etc.  Be as specific as 
possible! Tutors use this appointment form to prepare for sessions. When the user is ready to save the appointment, 
click “Save” at the bottom of the popup. 
 
Tutors, please note: when making appointments on behalf of students, be sure to enter their name as the client. 
 
Immediately after making an appointment, users receive an e-mail confirming the appointment and instructions for 
changing or deleting the appointment. Remember: you must cancel an appointment at least three hours in advance of 
the appointment. No-shows or late cancellations are categorized as ‘missed’ appointments, and two missed 
appointments will result in one’s being locked out of WCOnline. 
 
A student can cancel appointments by clicking on the appointment, checking the “cancel” checkbox, and saving the 
changes. Administrators and basic administrators can cancel any appointment by following the same procedures. 
 
SEE PAGES 3 AND 4 FOR DIAGRAM. 
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F. WAITING LIST 

 
A clock icon appears next to each day of the week on the schedule. Students can click to add themselves to the waiting 
list. Tutors, please assist students with this if needed. 
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G. MAKING APPOINTMENTS FOR STUDENTS 
 

While clients can only make appointments for themselves, tutors (who are basic administrators) can make appointments 
for any registered user. To do so, the basic administrator selects the slot and then types in the student’s last name in 
the client field.  Fill in as many fields as possible and click on “Save” at the bottom of the page.  
 

 
 
 
H. VIEWING AND MODIFYING APPOINTMENTS 

 
Tutors can view any appointment’s details, modify the times of any appointment, or delete any appointment— all while 
viewing the schedule display. To modify an existing appointment, first click on the appointment that you wish to modify. 
Then, after making the needed changes, click on “Save changes”, at the bottom. If the appointment being modified was 
created using the “Repeat” option, then you have the option to modify the single occurrence or the entire chain of 
repeating appointments. To modify a single occurrence, follow the steps above. To modify the entire chain, check the 
“Update all reoccurring appointments” checkbox before clicking “save changes.” Please be cautious when using this 
feature. When in doubt, ask your supervisor. 
 

I. CREATING REPEATING APPOINTMENTS 
 
An administrator can choose to make a repeating appointment, as well as to apply a change to future, or past and 
future, occurrences of a repeating appointment. Near the top of a new appointment, there is a "repeat appt" link below 
the word "Time." SEE PAGE 6 FOR DIAGRAM. 
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Click this link to open the repeating options, and then choose the frequency and an ending date. For example, to make 
an appointment that repeats every week, so that a student has a weekly appointment with the same tutor at the same 
time through the semester, you will make an appointment for the student that repeats every "1...weeks." Remember to 
search for and select the client's name to make an appointment for a client, not for yourself. Click "repeat appt" and 
choose "every 1 weeks until [the end of the semester or any other date]." (Diagram continued on page 7.) 
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When you save this repeating appointment, you will see a success message with a list of dates on which the repeating 
appointment was made successfully. If any dates are not available, such as if a tutor already has an appointment during 
the same time two months from today, any unsuccessful date(s) will also be listed. 
 

 
 
The appointment email that the student will receive lists all the dates of the repeating appointment so the student has 
confirmation of all the future dates. 
 
 
 
 
 

https://help.mywconline.com/index.php?id=7&sid=378
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J. ENTERING/VIEWING CLIENT REPORT FORMS 
 
After each appointment with a student, a tutor must enter a new client report form. To do this, the tutor opens the 
appointment form. Then, he or she should click on “Add New” located at the bottom.  
 

 
 
Finally, the administrator can complete the process by filling out the form and then clicking “Save.” 
 
To view all of the client report forms entered about a given student, first click on an appointment. Then, click on “View 
Existing Forms” located in the middle of the reservation pop-up (in a section titled “Administrator Options”). WCONLINE 
will then a list of all of the client report forms entered about that client. Reports are listed from the most recent back. 
The tutor has to open the drop-down menu and select the date of the report to open it.  
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K. MARKING AN APPOINTMENT “CANCELLED,” “DROP-IN” OR “MISSED”  
 
WCONLINE allows centers to track clients who make an appointment but cancel, fail to show up for that appointment, or 
drop into the center without having scheduled an appointment. These options are located at the bottom of the 
appointment form, in the ‘Admin. Options’ section. 
 
CANCEL appointments when a student has communicated three or more hours in advance that they wish to cancel or 
reschedule.  
 
Mark an appointment as MISSED when a student did either not show up or belatedly canceled their appointment (eg, 
canceled within three hours of the appointment.) NEVER CLICK ON “CANCEL THIS APPOINTMENT” when a student 
missed the appointment because all the information will be lost.  
 
For students with no pre-existing appointment or who made an appointment within three hours of the session, 
designate it as WALK-IN/DROP-IN. 
 
Remember to Save changes when you designate an appointment ‘Walk-In/Drop-In’ or ‘Missed’. 
 

 

L. PLACEHOLDERS 
 

Tutors should mark an available tutoring slot with a placeholder if they unable to tutor during this time. This may be 
something known in advance or something that just comes up. When marking the calendar with a placeholder, tutors 
must send an email to tutoring@american.edu to notify their supervisor of the placeholder. 
 

mailto:tutoring@american.edu

