
 

Please note that in normal circumstances, we have reserved 

online tutoring through the Grand View Writing Center for 

online-only students. Given the current situation, ALL Writing 

Center appointments are online only. To make and access your 

online appointment, you will need to go here: 

https://grandview.mywconline.com. 
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Welcome to Grand View University Writing Center’s online tutoring! Before getting started with your first 

online appointment, the Grand View Writing Center staff would like to give you a tour of our program to help 

you get the most out of your experience. Any further questions regarding the online tutoring process can be 

directed towards Writing Center Director Dr. Bobbi Olson or Student Success Program Manager Jade Horning. 

 

Bobbi Olson      Jade Horning 
    Writing Center Director                   Student Success Program Manager 

bolson@grandview.edu    jhorning@grandview.edu 

 
 
 
 

 
To set up an appointment with one of our tutors, go to MyView at https://myview.grandview.edu/
Pages/Home.aspx. Once there, go to “Quick Links” on the right side of the page and click on “ALT Center.”  

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Once on the ALT Center page, select “Writing Center” from the menu on the left. This will take you to the ALT 
Center’s MyView page, where you can find more information about all tutoring services at Grand View. 

 
 
 
 
 
 
 
  

https://myview.grandview.edu/Pages/Home.aspx
https://myview.grandview.edu/Pages/Home.aspx


 

Once you’re on the Writing Center’s MyView page, click on the red “Click Here to Make an Appointment” 
button in the center of the page. This will take you to WCOnline, the scheduling system for the Grand View 
Writing Center.  
 
Once you are on the Grand View University Writing Center sign in page, fill in your email address and 
password and click “Log In.” If you are new to the Writing Center, create an account by clicking “Register for 
an account” highlighted below in red.  

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
After you log in, you will be taken to the daily schedule. From here, choose an available tutor to set an 
appointment for your desired time; the available hours will be shown in white. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

When you click on an available appointment, a box will pop up asking for more information regarding your 
appointment. After the box appears, fill in the name of your class, the professor, and answer the other 
questions to give us some details about what you would like help with and what you want the focus on the 
appointment to be. Note that since all appointments are online for the remainder of the semester, you should 
see “Yes, Schedule Online appointment” selected under “Meet Online.”   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Once you have completed the appointment reservation form, click the “Save Appointment” button found on 
the bottom of the window to secure your appointment time. Be sure to write down your appointment time 
and date and remember to be ready at the designated time to meet with your Writing Center tutor. You 
should also get an email confirmation and reminder with this information included.  



 

 

When it is time for your appointment, log on to WCOnline following the steps above. Click on 
your appointment box, and then select “Start or Join Online Consultation” to begin the 
session. The information below provides more details about the features you can utilize 

during your online Writing Center appointment. 
 
 

 
 
 
The Grand View Writing Center’s online tutoring program has some online-only features that will allow you as 
a writer to get the benefits of in-person tutoring in an online format. At the time your appointment starts, you 
will be brought to a screen that has all of these features readily available to you. 
 
SHARING YOUR DOCUMENT FOR ONLINE TUTORING: The center of the page (shown below) will be where you 
and the tutor can edit and view your writing throughout your appointment. This area is called the Whiteboard. 
Here, you can import or paste a document or type text in real-time. Changes made to text in this window are 
highlighted and seen immediately by both individuals participating in the online consultation. The icons on the 
toolbar allow you to change a document’s formatting. 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
The icons on the top right side of your screen in the online appointment window (or in the bottom left if using 
a phone) include options for your online session, such as the pencil tool, print option, and import/export 
feature. Hover over any icon for a text label showing the icon’s function. Clicking the pencil icon allows you to 
draw on top of the Whiteboard. Within the drawing area, you can change the brush, clear your drawing, or 
use a solid background. You can also import images and export the entire drawing area.  

 
 
 

 



 

To import a document—such as a Microsoft Word file of your writing—click on the double arrow icon and 

upload your document onto the document-sharing area. Follow the directions for importing as seen in the pop 

up box below.  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
From here, click on the “Choose File” button to upload your document from your computer. Click on “Import 
Now” when ready. You can also export your document including the changes and comments made during the 
appointment in this area. Choose a way to export the document from the menu so you can consult yours and 
the tutor’s discussion of your writing later as you work on making revisions after your appointment. 
 
 
COMMUNICATING WITH YOUR TUTOR DURING YOUR APPOINTMENT: There are two ways to communicate 
with the tutor in real time during your session. Both of them are described in what follows.  
 
The first way is to use the chat function found on the right side of the screen (or bottom of the screen if on a 
phone). This means the other person in the appointment can see what you are writing as you type. 
Unchecking the “Send Real Time Chat Updates” box at the top will prevent your typing from being seen by the 
recipient until you hit “Enter.”  
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The other way to communicate with the tutor during your appointment is through video chat. You do not 
need any special equipment, as long as your computer has a webcam and microphone built-in (most do). 
Whether you are accessing your online appointment via computer or phone, the video and audio options are 
on the left side. They must be “open” as shown below for you to have video and audio capabilities during your 
appointment. If you would like to turn these off, simply click on them and you should see a line go through 
them. This means the tutor cannot hear or see you. Note that your individual computer may have certain 
settings that you have to navigate to allow camera and microphone access. 
 
 
 
 
When your audio and video chat is enabled you should see yourself in the window as below. The tutor will also 
be visible during your session if you are both using the video chat function.  
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
When your appointment is done, you can exit out of the page and log out of WCOnline. Your chat transcript 
and document will be saved in this online meeting, which you can always access by viewing your appointment 
and clicking the “Start or Join Online Consultation” link. Also, remember to export your file if you would like to 
see the comments and suggestions made to your paper during the session (see the previous page for a 
reminder on how to export files).  
 
We look forward to working with you! If you have any further questions, please contact our Writing Center 
Director, Dr. Bobbi Olson by email at bolson@grandview.edu.  
 
 

Happy writing! 
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