Online Writing Center
Student Instructions

All tutorial sessions conducted by the IUP Online Writing Center are recorded for training purposes only. If you do
not wish to have your session recorded, please let your tutor know at the beginning of the session and recording
will be stopped.

Click on each of the Main Steps below to jump to that section in this document.

The Main Steps

Step 1: Book an Appointment
Step 2: Meet Your Tutor Online
Step 3: End Your Session

Technical difficulties? Try Troubleshooting.

Step 1: Book an Appointment

1. Tobook an appointment, visit the Writing Center Homepage: www.iup.edu/writingcenter
2. Click Meet Us Online
3. Click schedule an appointment on our calendar



http://www.iup.edu/writingcenter

These instructions are available online at https://www.iup.edu/page.aspx?id=135869
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4, Onthe SetMore webpage, read our booking policy and click Okay.

5. Select Online Tutoring
6. Use the calendar to choose a date and time for your online session.
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On the booking page, enter your contact details, including a I VY S S R

current phone number and your IUP e-mail.
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Tell us the course, professor and description of the paper that
3 ‘ = —_— — I Al JAARBRRRRA.

Click Continue and confirm your information. You may chooseto ~ —— e . e
receive a text message reminder a few hours before your - B
appointment.
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Click Book Appointment.

Check your IUP e-mail. You will receive a confirmation e-mail from
SetMore when your request is received.
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These instructions are available online at https://www.iup.edu/page.aspx?id=135869

Step 2: Meet Your Tutor Online

1. After scheduling your appointment, you will receive an e- i i1
containing a link to your meeting.

NOTE: If you don’t see this email, check your JunkMail folder.

2. Well before your session time, run a test meeting to make sure your computer is ready to run WebEx.
i i install an add-on to your browser. You can
run a test meeting here: http://www.webex.com/test-meeting.html.
3. If you encounter any issues during the test meeting process, try troubleshooting using the last part of
6 ] i call or email the Writing Center right away at (724) 357-3029
or w-center@iup.edu.

4. Otherwise, when your appointment time arrives, click the green Join icon in the WebEx e-mail.
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5. Your browser will open a new window to connect you to the tutor. If you are asked to Run the program,
click Run or Allow.

6. Youmay need to click Run a temporary application ] -to-date. This will
allow you to connect to the tutor without having to update. You will then be able to join the meeting.


http://www.webex.com/test-meeting.html
mailto:w-center@iup.edu

These instructions are available online at https://www.iup.edu/page.aspx?id=135869
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Click Call Using Computer.

You may want to test your microphone and speakers when prompted.

Once the audio is ready, you can speak to and

hear your tutor. The tutor will pass presenter ‘ ‘ ¥ [Micophone - gh Definti

privileges to you. You can share your screen with R NS  [EEOR
him or her so you can both see your paper. Click == ! —
Share Screen to do this. e | T

This will allow your tutor to only view your screen. N A
He or she cannot make any changes to your paper i In e — S————

or view anything that you do not display on your screen.



These instructions are available online at https://www.iup.edu/page.aspx?id=135869

Step 3: End Your Session
1. i a will pull up an electronic session summary form, and
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2. Ifyouwant, you can have a copy of this form forwarded to your instructor or to your email.
3. Once the summary is done, your tutor will send you a link to an optional evaluation form that you can use
to provide feedback to the Writing Center.
4, Toend the session, close out of the meeting window.

Troubleshooting






