Creating an Appointment with WC Online
in 5 Simple Steps (or less)
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3. Choose a Time and 4. Attaching Files to Your 5. Confirm Your
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1. Choosing a Calendar
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GQ = GradQuant
GW(C = Writing Center

a. Choose whether you are looking for a Workshop or Consultation
b. Choose the correct Quarter (Fall, Winter, Spring, or Summer)
Note: Calendars will become available for future Quarters by Week 10 of the current Quarter



2. Tell Us Why You Are Coming In
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3. Choose a Time
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Fill out the form below in order to save this appointment. Questions marked with  * are required.

Location: LSFC 1425

Appointment Limits: Appointments must be between 30 minutes and 1 hour in length.

Time: Monday, September 28:| 11:00am || 11:30am ~|

What would you
like to focus on in
your consultation?

b Choose an available time
N (White = available)
o Basic Statst Double click on the time you want

and an appointment box will pop up
in another window.

‘ SAVE APPOINTMENT ‘ | CLOSE WINDOW




3. Continued...
Create an Appointment

Karen

Fill out the form below in order to save this appointment. Questions marked with a * are required.

Location: LSFC 1425

Appointment Limits: Appointments must be between 30 minutes and 1 hour in length.

Time:

What would you
like to focus on in
your consultation?

Appointment
Focus:

Monday, September 28:| 11:00am jm‘ 11:30am j‘
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Fillaut the form below inorder to save this appointment. Questions marked with 3 * ae requi
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Choose an appointment duration using the dropdown menu.
You can have the appointment last 20 minutes (30 minute increment on
WC Online) or 50 minutes ( 1 hour increment on WC Online).

3. Continued...
Create an Appointment

Karen

Fill out the form below in order to save this appointment. Questions marked with a * are required.

Location: LSFC 1425

Appointment Limits: Appointments must be between 30 minut

Time:

What would you
like to focus on in
your consultation?

Appointment
Focus:

What would you
like to focus on in

your consultation2

Monday, September 28:| 11:00a
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Basic Statistics | *

Appointment
Focus:

j*
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Let us know what the appointment focus will be. This will give your consultant
and idea of what you are hoping to gain help with.



4. Attaching Files to an Appointment

Success!

Your appointment was successfully added on the following date: September 28, 2015.

If you would like to attach a file to this appointment, click here.

CLOSE WINDOW
Attach a File

To add a file to your appoi select the i i from the list below and
then select the file. Documents cannot be over 1MB in size and must be in one of the
following formats: .doc, .docx, .numbers, .odt, .pages, .pdf, .rtf, .txt, .wpd, .wps, xs, or .xIsx.

One option is to immediately
attach a file when you create
’ Browse... No file selected. ‘ the appointment.

Appointment: [ 09/28/2015: 11:00am (Karen) ~|

Attach File:

Document [ I
Title:

| UPLOAD FILE | | CLOSE WINDOW |

4. Continued...

Attaching Files to an Appointment
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Attach a File

To add a file to your i select the i from the list below and
then select the file. Documents cannot be over 1MB in size and must be in one of the
following formats: .doc, .docx, .numbers, .odt, .pages, .pdf, .rtf, .txt, .wpd, .wps, xls, or xlsx.

Appointment: [ 09/28/2015: 11:00am (Karen) ~|

Attach File:
ach e ‘ Browse... No file selected. |

Document ‘ |
Title:

Your second option is to attach a
file at any point before your
consultation by logging in and
clicking the Yellow folder icon.

l UPLOAD FILE ‘ l CLOSE WINDOW ‘




5. Confirm Your Appointment
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Successfully created appointments
show up in GOLD.



