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Making a Remote Appointment  

 

ETutoring 

On the log-in page, enter your email address and password: 

 

The day at the top of the screen will always be the current date. The tutors who are working that 

day will be listed on the left. Available appointments will be in white, appointments that are 

already booked in light blue. 

 

Look in the left-hand margin of the schedule for tutors who are listed as available for Online 

and ETutoring:  
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Click on one of the available appointments. 

 

Occasionally, it looks as though no appointment tab has popped up.  If this happens, minimize 

the browser window, or look behind it, or behind any documents you have open. Sometimes the 

appointment form is hiding back there. 
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When the appointment tab opens go to the menu, which will be set at No – Meet Face-to-Face 

at the Center. Unless you would like to come to the Center itself (we’re in the Berry Library, in 

room 113) change this to either Yes – Schedule e-Tutoring Appointment or Yes –Schedule 

Online Appointment. In this case you’ll be selecting the latter.  
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You will then fill in all the slots marked with a red asterisk *. If you are ready to attach your 

document, you may do so now by scrolling to the bottom of the tab and clicking on the first 

button marked Choose File… 

 

then selecting the document you want to attach: 

 

 

Once you have done this, be sure to click the Create Appointment button at the bottom of the appointment 

tab:  
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You should get the following message: 

 

If you are not yet ready to attach your document when you make your E-tutoring appointment, you can 

attach it at any point prior to the beginning of the appointment time. Just log in to your WCONLINE 

account and locate your appointment, which will be in gold: 
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The following window will appear: 
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At the top of the tab you will see the heading Edit Existing Appointment: 

 

Scroll to the bottom of the tab and click on the Edit Appointment tab 

 

 

 

 

 

Scroll to the bottom of the tab that opens and attach your document, following the 

directions outlined on pages 5-6.  
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The tutor will begin reviewing your document at the beginning of the scheduled appointment time.  

Within an hour the tutor will upload a copy of your document, with his or her comments, to the 

appointment tab. You will then receive an email or text informing you that this has been done. Log into 

your account, and click on the appointment to open the appointment tab: 

 

If you have any questions regarding the remote tutoring options in WCONLINE, please email 

Bill Coyle at wcoyle@salemstate.edu.  

 

 

 


