Student Instructions to Schedule a Tutoring or Testing Appointment
Updated 6/24/24

Log into Moodle. Click on ASC Tutor/Testing Appointments. A new window will open with the
log in site. If this is your first visit, you must register for an account. This will only take a few
minutes. If you already have an account, skip to section “Scheduling an appointment.”

Registering for an account: Click on “First visit? Register for an account”. “Register for a New
Account” page will display. You must use the email account assigned to you by WPCC.
Complete form. Fields marked with a red asterisk must be completed. Click “I’'m not a robot” at
the bottom of the page and then click “create account.” Registration is required for the first
visit only. You are now ready to schedule appointments with the Academic Success Center for
tutoring or testing.

First visit? Register for an account.

Returning? Log in below.

Register for a New Account

Fill out the form below in order to create a new account on this system. Fields marked with * are required.

First Name * Last Name *

Instructions continued on page 2

Scheduling an appointment
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Log into Moodle. Click on ASC Tutor/Testing Appointments. A new window will open with the
log in site. After keying in your e-mail address and password, select either ASC Tutoring or
Testing Schedule.

You have successfully logged out. Once logged in, the calendar display for the schedule you

First visit? Register for an account. Selected a ppea rs.

Returning? Log in below,

Note: Be sure to select the schedule that you need.
Tutoring and Testing schedules are different.

SELECT A SCHEDULE
© ASC Summer 2024 Tutoring Schedule
ASC Testing Schedule

Check this box to stay logged in:

Understanding Scheduling Block Colors:

White = Open (Book yourself an appointment!)

Gray/Dark Blue = Unavailable (time to book has passed, OR is not on the tutor's schedule)
Bright Blue = Booked appointments (i.e. someone already has that time)

Yellow - Your appointment, once you've made one.

Instructions continued on page 3

Making an appointment
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Once logged in, the calendar display for the current schedule you selected appears.

Calendar Display-TUTOR Example

Writing Center

October 19 - 25,2022

Previous Week | Current Week | Next Week |@

Display Options

Show All Staff & Resources v Show All 'Limit to:' Options v Show All Meeting Types v

Oct. 19: Wednesday 10:00 am 11:00 am

Alex Tutor

John Tutor

Waiting List: October 19, 2022

Calendar Display-TUTOR Appointments: Using this display, you can easily see which tutors are
available and the subject they tutor. Once you have identified the tutor, day and time you want, you can
click on the coordinating white block and schedule an appointment.

A pop-up window “create new appointment” will open. Fill out the form with the required information.
Once you have completed all the fields, select “create appointment” at the bottom of the form. A pop-
up window with “existing appointment” will open. If appointment information is correct, click “close.”
You will receive an e-mail confirmation of your appointment, but it a good idea to note the time and
date yourself. If you need to edit or cancel an appointment, click on your appointment, then click the
“edit appointment” button at the bottom. Be sure to save changes.

Calendar Display-TESTING Appointments Example

Testing Schedule-ASC
July 15 - 21, 2024

Next Week | (]

8:30 am 10:30 am 12:30 pm 2:30 pm 430 pm

Testing Slot A

Testing Slot B &

Calendar Display-TESTING Appointments: Using this display, you can easily see which testing times
are available. Once you have identified the day and time you want to test, you can click on the
coordinating white block and schedule a testing appointment.

A pop-up window “create new appointment” will open. Fill out the form with the required information.
Once you have completed all the fields, select “create appointment” at the bottom of the form. A pop-
up window with “existing appointment” will open. If appointment information is correct, click “close.”
You will receive an e-mail confirmation of your appointment, but it a good idea to note the time and
date yourself. If you need to edit or cancel an appointment, click on your appointment, then click the
“edit appointment” button at the bottom. Be sure to save changes.

Instructions continued on page 4

To cancel or edit an appointment:




Student Instructions to Schedule a Tutoring or Testing Appointment
Updated 6/24/24

Log into site. Select schedule. Click on your appointment time. An “existing appointment” box
will appear. Click “cancel appointment” or “edit appointment”. You will receive an e-mail with
updated appointment information.

If you need to cancel an appointment, please contact the tutor via email as soon as possible.

If not logged into Moodle, you can still register and create appointments at
https://wpcc.mywconline.com



https://wpcc.mywconline.com/

