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INTRODUCTION

% The Writing and Tutoring Center (WTC) at Prince Sultan University is the center for
excellence aiming to support undergraduate and graduate students through our academic
tutoring and writing services.

% The WTC will be your go-to center to reach your highest academic performance. We will
help you improve your written and study skills so that you can reach the goals you have set
for yourself and beyond.

% This guide will help you become familiar with our booking system, and show you how you

can benefit from all the services we have to offer for you.

You can use this system by going to https:/ /psu.mywconline.net/

€« 2> C & psu.mywconline.net

The Writing & Kﬂl Jlalw poll acoln

Tutoring Center
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Welcome to WCONLINE! To get started, login using your PSU accoun t
credentials.

The Writing and Tutoring
Center at PSU

First visit? Register for an account
Returning? Log in below.

assword

AVAILABLE SCHEDULES
® 1. Writing Services (Male Campus)

) 2. Writing Services (Female Campus)

) 3. Tutoring Services (Male Campus)

) 4 Tutoring Services (Female Campus)

Check box to stay logged in: [ | ©

Figure 1: WCOnline Interface
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STEP 1: REGISTRATION PROCESS

1. If this is your first time visiting our booking system, please register here.

€ 5 C & psumywconline.net P

‘ot
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Welcome to WCONLINE! To get started, login using your PSU account
credentials.

The Writing and Tutoring
Center at PSU

First visit? Register for an account.

teturn| 0g In below.

I Email Address |

| Password l

AVAILABLE SCHEDULES
® 1. Writing Services (Male Campus)
) 2. Writing Services (Female Campus)
© 3, Tutoring Services (Male Campus)

) 4, Tutoring Services (Female Campus)

Check box to stay logged in: (| &

Figure 2: Step 1

2. Please fill out all the fields here. Please ONLY use your PSU email address.

‘Questions. a* are required.

First Name * Last Name *

| | |
Standing *
| |- please select — |

College *
|— please select — ¥

PASSWORD
Passwords must be ten or more characters long.

Password * Re-enter Password *

EMAIL PREFERENCES
Send me an email when my appointments are made, modified or canceled: ® YES O NO

Send me an email with center announcements or other mass mailings: ® YEs O NO

Send me an email to remind me of my upcoming appointments: ® YES (' NO
Include iCal links with ion ) YES ® NO

Figure 3: Step 2
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3. Once you have filled in your registration form, selected your email preferences, and

completed the fake registration prevention, click “Complete Registration” to officially

register.
r —
€ = C @& psu.mywconline.net/register.php th % o Update § )
Password * Re-enter Password *

EMAIL PREFERENCES

Send me an email when my appointments are made, modified or canceled: ® YES ) NO
Send me an email with center announcements or other mass mailings: ® YES () NO
Send me an email to remind me of my upcoming appointments: ® YES ) NO
Include iCal links with appointment confirmation messages? @ ) YES ® NO

FAKE REGISTRATION PREVENTION g

In order to help prevent fake or automated registrations on this system, please complete the captcha form below.

™

rCAPTCHA

COMPLETE REGISTRATION CANCEL

I'm not a robot

(=1

The Writing and Tutoring Center (WTC) is a newly founded center offering academic services and support to undergraduate and graduate students at Prince Sultan University. The WTC's services vary from assisting
students in understanding their course material and enhancing their writing skills to helping students better comprehend academic integrity and avoid plagiarism. The WTC will be offering services in English and
Arabic.

POWERED BY WCONLINE® 7.6.1
Copyright © 2022. All rights reserved. Terms of Service 2.3.2

Figure 4: Step 3
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STEP 2: BOOKING

Now that you have successfully logged in, you can start booking appointments. To book an
appointment with the WTC, you will need to do the following:

1. Log in to your account. You can do so by filling in your PSU account credentials here.

' s The Writing and Tutoring Cent X

€ 3 C & psumywconline.net ; o 10 -
The Writing & k’ﬂ . 2
Tutoring Center ULb-I-w “-DUI a-aDL';
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Welcome to WCONLINE! To get started, login using your PSU account
credentials.

The Writing and Tutoring
Center at PSU

First visit? Register for an account,
Returning? Log In below.

[ [Email Address

Password

AVAILABLE SCHEDULES
& 1. Writing Services (Male Campus)
) 2. Writing Services (Female Campus)

3. Tutoring Services (Male Campus)
©) 4. Tutoring Services (Female Campus)

Check box to stay logged In: | @

LOG IN

Figure 5: Step 1

2. Once you have done so, please select the type of appointment you would like to book, and

select the appropriate campus.

[ == The Wrieg and Tutorng Cent X

€ 5 C & psumywconine.net —_— .
Ly o Jlalw yoll dosla ¢
WTC PRINCE SULTAN B j

The Writing and Tutoring
Center at PSU

First visit? Regster for an account.
Returning? Log in below.

AVAILABLE SCHEDULES.
® 1. Writing Services (Male Campus)
3 2, Wiing Services (Female Campus)
O 3. Tutoring Services (Male Campus)
4 Tutoring Services (Female Campus)
Check box to stay logged in: | @

Figure 6: Step 2
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3. Next, go ahead and click “Log in”.

The Writing and Tutoring Cent X

S C & psumywconiinenet 6 # @ (veost
The Wrinng&e | | JUalw ol Acola
Tutoring Center U )“-LD -

Y

PSU.

WTC  PRINCESUTAN

Welcome to WCONLINE! To get started, login using your PSU account

The Writing and Tutoring credentials.
Center at PSU 3

First visit? Register for an account.
Returning? Log in below.

‘ [Email Address

Password

AVAILABLE SCHEDULES
© 1.Writing Services (Male Campus)
O 2. Writing Services (Female Campus)
" 3.Tutoring Services (Male Campus)
4. Tutoring Services (Female Campus)

Check box to stay logged in: [ @

T

Figure 7: Step 3

4. Alternatively, you can select the ‘services” schedule after you have logged in by clicking on

the drop-down menu.

mewiangse | ] lalw ol dasls
WTC PI}IINCE SULTQN
NIVERSITY

- LLETAvE L r 3 2. Writing Center (Fe ~
WELCOME, DIMA ¥

« PREVIOUS DAY | CURRENT DAY | NEXT DAY >

+ HELP?

Mar. 23: Wednesday 10:00am 11:00am

Dr. Norah Almusharraf
ONLINE QLY
LIMATTED TO) 2 ARPTS PER WEEK

1:00pm

Ms, Basmah AlKadhi

Ms. Hafsah Al-Ekrish

ONLINE OMLY
LIMITED T 2 APFTS PER WEEK

Ms. Lamia Al Mad|
ONLINE OHLY

Figure 8: Step 4


https://www.linkedin.com/in/the-writing-and-tutoring-center-91543a231/
https://twitter.com/PSU_WTC
mailto:wtc@psu.edu.sa
https://www.psu.edu.sa/en/writing-and-tutoring-center

The Writing & ’J . .
Tutoring Center L\ /J ULb.LUJ }__LDL” CLQDD

WI'Q PRINCE SULTAN

5. Start by clicking on the calendar icon.

The Writing & ’j . -
Tutoring Center L /-I dJ Lalw HLOY ul G'QDID

2A/
W-I-C PRINCE SULTAN _ (

Mar. 23, 2022

WELCOME, DIMA ¥

A PREVIOUS DAY | CURRENT DAY

Mar. 23; Wednesday 10:00am

Ms. Hafsah Al-Ekrish
onL

Ms. Lamia Al Madi
ONLINE ONLY

Figure 9: Step 5

6. Select the day on which you want to book an appointment.

mevise | ] JLalw poll acols
WTC LN

_ LVETAE R 1 >3 2. Writing Center (Fe v
WELCOME, DIMA ¥

«PREVIOUS DAY | CURRENT DAY | NEXT DAY »

w

PSU.

March 2022

Mo Tu We Th

t]lal =)l el s
10:00am 11:008m 6| 7| 8| -9/ 10/|11 12
13 14 15 16 17 18 19
20 21 22 23| 24| 25 26
27 28 29 30 31

Or. Norah Almusharraf

Ms. Dima Alsheikh

Ms. Hafsah Al-Ekrish

PERWEEK

Figure 10: Step 6
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7. Now you can view all available times and tutors for that day.

gy ——

WTC PRINCE SULTAN B )

WELCOME, DIMA ¥ (LETAFZ 1 >3 2. Writing Center (Fe ~

« PREVIOUS DAY | CURRENT DAY | NEXT DAY > &

Mar. 24: Thursday 10:00am 12:00pm

Dr. Nerah Almusharraf
ONLINE OWLY

WAITING LIST: MARCH 24, 2022

Figure 11: Step 7

8. Appointment slots will be viewable in one of four colors. Please refer to the color legend
below.
e Open = This time slot is available for booking.
e My Appts. = Your current booked appointments.
) = The tutor is not available at this time.

o [O/5i5WNER = The tutor has another appointment booked at this time.

COLOR LEGEND

Open Not Other
Available Appts.

Figure 12: Step 8
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9. To book an appointment, click on the available slot. Once you have done so, a pop-up

window will appear. Please fill out all the information in this window.

« 2> C @ psumywconline.netfreserve php?id_d=1648098000&id_s=5c62382b662d76a&id_r=sc62382cb5cd9ad&id_t=6608&id_f= M ¥

Create New Appointment
Appointment Date

Thursday, March 24, 2022: 11:00am ~|to

Staff or Resource
Dr. Norah Almusharraf (2. Writing Center (Female Campus))

APPC T LIMITS:
hour in length.
STAFF/RESOURCE EMAIL: nmusharraf@psu.edu.sa

ts must be 1 hour in length. Online appointments must be 1

Meet Online?

@ vYes. Schedule @nline appointment.
If you choose an online appointment, log back in to this website approximately five to ten minutes
before the start of your appointment. Then, open this appointment and click "Start or Join Online
Consultation.”

Questions marked with a * are required.

Level *

- please select — =
Colls *

-- please select — ~
Course *

-- please select - v‘

What would you like to work on today? *

Figure 13: Step 9

a. Let your tutor know what it is you would like to work on specifically, so your session

can be as beneficial for you as possible.

& 3 C & psumywconline.net/reserve.php?id_d=16480980004&Id_s=sc62382b662d76akid_r=sc62382cb6ca9adaid_t=660&id_f= o W
[- please select - v}
Course *
‘-— please select -- v‘

& = v M

What would you like to work on today? *

[ this pports file To attach a file to this appaintment, use the options below.
File attachments must be 5MB or less and in one of the following formats: .doc; .docx; .pdf; .xls; .xlsx;

This schedule requires that appointments have an attached file. You must attach at least one file in
order to save your appointment.

File #1 * Document Title

Choose File | No fil...hosen ‘

File #3 Document Title
Choose File | No fil...hosen | ‘

CREATE APPOINTMENT CLOSE WINDOW

File #2 Document Title

Choose File | No fil.._hosen

Figure 14: Step 10

1
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b. Please make sure to upload any files necessary for your session. Keep in mind that the
allowed file formats are: Word documents, Excel sheets and PDF files. For writing
sessions, please make sure you upload the writing assignment/ essay/research for the
tutor’s feedback. For tutoring sessions, the uploaded file could be the course material

that you would like the tutor to explain.

& 9 € @ psumywconline.net/reserve.php?id_d=16480980004id_s=sc62382b662d76a&id_r=sc62382ch6c49adaid_t=660&id_f h
‘-— please select - v
Course *
- please select - v

What would you like to work on today? *

[ This schedule supports file attachments. To attach a file to this appointment, use the options below.
File attachments must be 5MB or less and in one of the following formats: .doc; .docx; .pdf; .xls; xlsx;

This schedule requires that appointments have an attached file. You must attach at least one file in
order to save your appointment.

File #1 * Document Title
Choose File |No fil...hosen |

File #2 Document Title

File #3 Document Title

CREATE APPOINTMENT CLOSE WINDOW

Choose File No fil...hosen

Choose File No fil...hosen

Figure 15: Step 11

& = v M 2


https://www.linkedin.com/in/the-writing-and-tutoring-center-91543a231/
https://twitter.com/PSU_WTC
mailto:wtc@psu.edu.sa
https://www.psu.edu.sa/en/writing-and-tutoring-center

The Writing & L\ ’JJ
Tutoring Center

Jialw poll Acoln
PRINCE SULTAN

UNIVERSITY

c. Once you have filled in all required information, you can create your appointment by

clicking the “Create Appointment” button.

- 35 C @ psu.mywconline.net/reserve.php?id_d=1648098000&id_s=sc62382b662d76ak&id_r=sc62382cbbc49ad&id_t=6604&id_f=

‘ - please select - v
Course *
[-— please select — v}

What would you like to work on today? *

O supports file To attach a file to this appointment, use the options below.
File attachments must be 5MB or less and in one of the following formats: .doc; .docx; .pdf; xls; .xlsx;

This schedule requires that appointments have an attached file. You must attach at least one file in
order to save your appointment,

File #1 * Document Title
[ | Choose File | No fil...hosen ‘ |

File #2 Document Title

| Choose File | No fil...hosen

File #3 Title

\ | Choose File | No fil...hosen
| CREATE APPOINTMENT CLOSE WINDOW

Figure 16: Step 12

d. You will now get a green message to confirm that you have successfully saved your

appointment, and you will receive a confirmation email.

€ 2 C & psumywconline.net/reserve.php

& = v M

Existing Appointment
R was saved [ g with the below or close
this window If finished.

Appointment Date ONLINE
Thursday, March 24, 2022 T
11:00am to 12:00pm

Staff or Resource

Ms. Basmah AlKadhi (2, Writing Center (Female Campus))

STAFF/RESOURCE EMAIL: biadni@psy edusa

MEET ONLINE? ONLINE
If you choose an online log back In to this webs five to ten minutes

before the start of your appointment. Then, open this appointment and click *Start or Join Online
Consultation.”

START OR JOIN ONLINE CONSULTATION

Level

Freshman

College

College of Humanities and Sciences
Course

Computer

What would you like to work on today?
Testing

[ |

Figure 17: Step 13

0 %
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e. Your confirmed appointment slot will now appear in the color orange on the calendar.

WTC l’RlNLl: SL}L[AN w

["ETA-Z 0173 2. Writing Center (Fe ~
WELCOME, DIMA ¥

<« PREVIOUS DAY | CURRENT DAY | NEXT DAY > il

+ HELP?

Mar. 24: Thursday 10:00am 11:00am

br. h Almusharraf

Ms. Basmah AlKadhi

Ms. Hafsah Al-Ekrish

Ms. Maha Aljasser

WAITING LIST: MARCH 24, 2022

Figure 18: Step 14

If for any reason you need to cancel your appointment, you can do so by clicking on your orange
appointment slot and clicking on “Cancel Appointment”. Cancellation will be subject to WITC rules

and regulations found in our handbook, kindly familiarize yourself with the cancellation policy before you

cancel.

phptid=sc623adc 261119

& 3 G psumyweonin

=3
%

Staff or Resource
Ms. Basmah AlKadhi (2. Writing Center (Femnale Campus))

STAFF/RESOURCE EMAIL: biacth @psu edll s

e appointment, log back I to this website approximately five to ten minutes
before ur appaintment. Then, open this appaintment and click *Start or Join Online
Consultation.”

START OR JOIN ONLINE CONSULTATION

Level

Freshman

College

College of Humanities and Sciences
Course

Computer

What would you like to work on today?
Testing

FILE ATTACHMENT

_ | Uploaded: Mar, 23, 2022 11:36am by Dima **
DOWNLOAD

[ This schedule supports file attachments, To attach a file to this appointment, click 'Edit’ below.

GCLOSE WINDOW EDIT APPOINTMENT CANCEL APPOINTMENT

Figure 19: Step 15

& = v M 4
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STEP 3: ATTENDING YOUR APPOINTMENT

When it is time to attend your appointment, log back into the system. Remember:
e Make sure you have good internet connectivity.
e For the best possible experience during your appointment, please use your laptop or
computer device to attend.
e While using your phone or iPad is possible, having a larger screen is highly

recommended to easily interact with your session.

1. Click on your orange time slot.

WTC PRINCE SULTAN 8

WELCOME, DIMA ¥ ("ETAFZ N1y ¥ 2. Writing Center (Fe ~

« PREVIOUS DAY | CURRENT DAY | NEXT DAY » i

Mar. 24: Thursday 10:00am 11:00am 12:00pm 1:00pm
.
oN

f

Ms. Hafsah Al-Ekrish
ONLINE ONLY

Ms. Lamia Al Madi

Ms. Maha Aljasser
ONLINE ONLY

WAITING LIST: MARCH 24, 2022

Figure 20: Step 1

& = v M 5


https://www.linkedin.com/in/the-writing-and-tutoring-center-91543a231/
https://twitter.com/PSU_WTC
mailto:wtc@psu.edu.sa
https://www.psu.edu.sa/en/writing-and-tutoring-center

Toroving Coner Uﬂ Jlalw poll Acnla
PRINCE SULTAN

2. Tojoin your session, click on “Start or join online consultation”.

£ 5 © @ psumywconline.netjreserve php?id=sc623adc26d1f19

=
%

Existing Appointment
Appointment Date ONLINE
Thursday, March 24, 2022 CREAT
11:00am to 12:00pm
Staff or Resource
Ms. Basmah AlKadhi (2. Writing Center (Female Campus))

STAFF/RESOURCE EMAIL: bkadhi@psu.edu.sa

MEET ONLINE? ONLINE
If you choose an online appaintment, log back in to this website approximately five to ten minutes

before the start of your appointment. Then, open this appointment and click "Start or Join Online
& .

START OR JOIN ONLINE CONSULTATION

Level

Freshman

College

College of Humanities and Sciences
Course

Computer

What would you like to work on today?
Testing

FILE ATTACHMENT

| Uploaded: Mar. 23, 2022 11:36am by Dima ,
DOWNLOAD

Figure 21: Step 2

3. A pop-up window will take you to your appointment. In order to use your microphone
and/or camera, you need to allow microphone and/or camera access from the browser

settings, as shown below.

B I U weoocm2.com:9088 wants to

"
110
th
]
[
1
]
»
]

4 Use your microphone
W Use your camers

Bock  Alow  -FOME TO YOUR ONLINE CONSULTATIONI Look at the participants icon at the top right to see if anyone else
ady here

WHITEBOARD: To get started, import your document (using the arrows icon) or paste your document directly
into this space. Changes made within the whiteboard are seen by all participants immediately.

TEXT CHAT: You can use the text chat tool, avalloble by selecting CHAT below, to have o text conversation with
other porticipants. If you do not want participants to see what you are typing s you type, turn the REAL TIME
option off.

AUDIO AND VIDEO: If your Institution has enabled oudio and video consuitations, you will be prompted for
comera access when first joining o session. To be prompted again, simply refresh this screen. Screensharing is

also available by selecting the computer icon in the audio and video area

TOOLBAR: The icons on the left side of the toolbar allow you to work with a document's formatting. Other icons

provide occess to drawing tools, math tools, and import/export options. Hover over an icon to see what it does.

Need more heip? Click the question mark at the top right of the screen.

CHAT
-

Figure 22: Step 3
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4. If you choose to enable your camera, you will be able to see yourself and your tutor on the

side of the screen.
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WELCOME TO YOUR ONLINE CONSULTATION! Look at the participants icon at the top right to see if anyone else

is already here

WHITEBOARD: To get started, import your document (using the arrows icon) or p

te your document directly

into this space. Changes made within the whiteboard are seen by all participants immediately

TEXT CHAT: You can use the text chat tool, avallable by selecting CHAT beloy ve a text conversation with

other participants. If you do not want participants to see what you are typing as you type, turn the REAL TIME

option off.

AUDIO AND VIDEQ: If your institution has enabled audio and video ¢

sultations, you will be prompted for

camera access when first joining a session. To be prompted again, simply refresh this screen. Screensharing is

also available by selecting the computer icon in the audio and video area

TOOLBAR: The icons on the left side of the toolbar allow you to work with a document's formatting. Other icons

provide access to drawing tools, math tools, and import/export options. Hover over an icon to see what it does.

Need more help? Click the question mark at the top right of the screen

CHAT

Figure 23: Step 4

5. On your main screen, you will see the text space. This is your whiteboard. You can copy and

paste your text here. Any edits made by the tutor or yourself can be seen by you both here.
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Text space

IE TO YOUR ONLINE CONSULTATION! Look at the participants icon at the top right to see if anyone else

th

en by

CHAT below, to have

u ore typing as e e, tumn the REAL TIME

TOOLBAR: The W YOU 10 work w

‘export options

Need more help? Click the question mark ot the top right of the screer

Figure 24: Step 5
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6. While using your whiteboard, you have access to many formatting tools just like a Word or

Google document, such as bold, italics, underline, strikethreugh, numbering, bullet points,

indentation, undo, and redo.
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1 1)

WELCOME TO YOUR ONLINE CONSULTATION! Look at the participants icon at the top right to see if anyone else

is already here.

WHITEBOARD: To get started, import your document (using the arrows icon) or paste your document directly

into this space. Changes made within the whiteboard are seen by all participants immediately,

TEXT CHAT: You can use the text chat tool, available by selecting CHAT below, to have a text conversation with

other participants. If you do not want participants to see what you are typing as you type, turn the REAL TIME
option off.

AUDIO AND VIDEO: If your Institution has enabled audio and video consultations, you will be prompted for

camera access when first joining a session. To be prom

ed again, simply refresh this screen. Screensharing is

also available by selecting the computer icon in the audio and video area

TOOLBAR: The icons on the left side of the toolbar allow you to work with a document’s formatting. Other icons

provide access to drawing tools, math tools, and import/export options. Hover over an icon to see what it does

Need more help? Click the question mark at the top right of the screen.

CHAT
-

Figure 25: Step 6

7. You can also change the alignment of your text as you would on any other document.

WELCOME TO YOUR ONLINE CONSULTATION! Look ot the participants icon at the top right to see If anyane else

is already here

4, import your d

document directly

ade within the whit

) can use the text chat tool, avallable by selecting CHAT below, to have a text conversation with

articipants. If you do not want participants

ee what you are typing os yo

AUDIO AND VIDEC: If your institution has enal s, you will be prompted for

camera ¢

ven first Joining a session. To b esh this screen. Screenshoring is

also avollable by selecting the computer icor

TOOLBAR

on the left side

olbar allow you to work with

s, and import/export options. Ho

Need more help? Click the question mark at the top right of the screer

CHAT
-

Figure 26: Step 7
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8. You can click on the Pi icon to insert a Mathjax.

¢ 8 = D Kk 2

L

WELCOME TO YOUR ONLINE CONSULTATION! Look at the participants icon at the top right to see if anyone else
is already here.

WHITEBOARD: To get started, import your document (using the arrows icon) or paste your document directly
into this space. Changes made within the whiteboard are seen by all participants immediately.

TEXT CHAT: You can use the text chat tool, available by selecting CHAT below, to have a text conversation with
other participants. If you do not want participants to see what you are typing as you type, turn the REAL TIME
option off

AUDIO AND VIDEO: If your institution has enobled audio and video consultations, you will be prompted for
camera access when first joining o session. To be prompted again, simply refresh this screen. Screensharing is

also available by selecting the computer icon in the audio and video area.

TOOLBAR: The icons on the left side of the toolbar allow you to work with a document's formatting. Other icons
provide access to drawing tools, math tools, and import/export options. Hover over an icon to see what it does.

Need more help? Click the question mark at the top right of the screen.

CHAT
=

Figure 27: Step 8

YOUR ONLINE CONSULTATION! Look at the participants (con at the top right to see If anyone else

Symbols Greek

Write Mathjox here To get started, import your document (using the arrows icon) or paste your document directly
Changes made within the whiteboard are seen by all participants immediately.

Ju can use the text chat tool, available by selecting CHAT below, to have a text conversation with

ints. If you do not want participants to see what you are typing as you type, turn the REAL TIME

DEO: If your Institution has enabled audio and video consultations, you will be prompted for
s when first joining o sesslon. To be prompted again, simply refresh this screen. Screensharing Is

CANCEL by selecting the computer icon in the audio and video area.

Mathjax preview ticons on the left side of the toolbar allow you to work with a document’s formatting. Other icons

3 to drawing tools, math tools, and iImport/export options. Hover over an icon to see what it does,

Ip? Click the question mark at the top right of the screen.

CHAT

Figure 28: Step 9
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9. To clear all the added colors on your text after you and your tutor edit, click on the crossed

eye icon.

=) 9 v B '
WELCOME TO YOUR ONLINE CONSULTATION! Look at the participants icon at the top right to see if anyone e
Is already here.
WHITEBOARD: To get started, import your document (using the arrows icon) or paste your document directly
Into this space. Changes made within the whiteboard are seen by all participants immediately.
TEXT CHAT: You can use the text chat tool, available by selecting CHAT below, to have a text conversation with
other participants. If you do not want participants to see what you are typing as you type, turn the REAL TIME
option off
AUDIO AND VIDEO: If your Institution has enabled audio and video consultations, you will be prompted for
camera access when first oining a session. To be prompted again, simply refresh this screen. Screensharing Is
also avallable by selecting the computer icon in the audio and video area
TOOLBAR: The icons on the left side of the toolbar allow you to work with a document's formatting. Other icons
provide access to drawing tools, math tools, and import/export options. Hover over an icon to see what it does.
Need more help? Click the question mark at the top right of the screen.

CHAT

Figure 29: Step 10

There are also many other features and tools that can be used during your session, such as:

a. Drawing Tool: The pencil icon opens the Drawing Tool.

O9C W«

WELCOME TO YOUR ONLINE CONSULTATION! Look at the participants icon at the top right to see if anyone else

is already here.

WHITEBOARD: To get started, import your document (using the arrows icon) or paste your document directly

into this space. Changes made within the whiteboard are seen by all participants immediately

TEXT CHAT: You can use the text chat tool, available by selecting CHAT below, to have a text conversation with

other participants. If you do not want participants to see what you are typing as you type, turn the REAL TIME
option off

AUDIO AND VIDEOQ: If your institution has enabled audio and video consultations, you will be prompted for
camera access when first joining a session. To be prompted again, simply refresh this screen. Screensharing Is

also avallable by selecting the computer icon in the audio and video area.

TOOLBAR: The icons on the left side of the toolbar allow you to work with a document’s formatting. Other icons

provide access to drawing tools, math tools, and import/export options. Hover over an icon to see what it does.

Need more help? Click the quest

mark at the top right of the screen

CHAT
-

Figure 30: Step 11
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Once clicked, you'll see a drawing area appear in a small square. Hovering over or tapping on that

square will open the drawing area. All participants must open this tool to view what is being drawn.

WELCOME TO YOUR ONLINE CONSULTATION! Look at the participants icon at the top right to see if anypne el

is already here

WHITEBOARD: To get started, import your document (using the arrows icon) or paste your document difectly

into this space. Changes made within the whiteboard are seen by all participants immediately

lecting CHAT below, to have a text conversation with

TEXT CHAT: You can use the text chat tool, available by st

what you are typing as you type, turn the REAL TIME

other participants. If you do not want participants to

option off

AUDIO AND VIDEO: If your Institution has enabled audio and video consultations, you will be prompted for

1 this screen. Screensharing Is

camera access when first joining a session, To be prompted again, simply refre

ting the computer icon in the audio and video area.

also avallable by sel

TOOLBAR: The icons on the left side of the toolbar allow you to work with a document’s formatting. Other icons

provide access to drawing tools, math tools, and import/export options. Hover over an icon to see what it does.

Need more help? Click the question mark at the top right of the screen.

CHAT
-

Figure 31: Step 12

b. Print Tool: The printer icon opens the Print Tool.

= E]: D % g

ook at the participants icon at the top right to see if anyone else

WELCOME TO YOUR ONLINE CONSULTATION

is already here.

WHITEBOARD: To get started, Import your document (using the arrows icon) or paste your document directly

into this space. Changes made within the whiteboard are seen by all participants immediately

lecting CHAT below, to have a text conversation with

TEXT CHAT: You can use the text chat tool, available by s

other participants. If you do not want participants to see what you are typing as you type, turn the REAL TIME

option off

AUDIO AND VIDEO: If your Institution has enabled audio and video consultations, you will be prompted for

camera access when first joining a session. To be prompted again, simply refresh this screen. Screensharing Is

also available by selecting the computer icon in the audio and video area

TOOLBAR: The icons on the left side of the toolbar allow you to work with a document’s formatting. Other ico

provide access to drawing tools, math tools, and import/export options. Hover over an icon to see what it does.

Need more help? Click the question mark at the top right of the screen.

CHAT
-

Figure 32: Step 13

=}
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This will simply present a window to print the text on the whiteboard (without other

elements in the Module space, such as the text chat).

D 18

Print 1 page = 9 w LI
Destination B SsaveasPDF -

yone else
Pages All -
Layout Portrait - directly
More settings v tion with

AL TIME

for

haring is

her icons

1t it does.

CHAT
-

Figure 33: Step 14
c. Import/Export Tool: The two arrows icon S opens the import and export menu.

O02C W

WELCOME TO YOUR ONLINE CONSULTATION! Look at the participants icon at the top right to see if anyone else

is already here

WHITEBOARD: To get started, import your document (using the arrows icon) or paste your document directly

into this space. Chan made within the whiteboard are seen by all participants immediately.

TEXT CHAT: You can use the text chat tool, available by selecting CHAT below, to have a text conversation with
other participants, If you do not want participants to see what you are typing as you type, turn the REAL TIME
option off.

AUDIO AND VIDEO: If your institution has enabled audio and video consultations, you will be prompted for
camera access when first joining a session. To be prompted again, simply refresh this screen. Screensharing Is

also available by selecting the computer icon in the audio and video area.

TOOLBAR: The icons on the left side of the toolbar allow you to work with a document’s formatting. Other icons

provide access to drawing tools, math tools, and import/export options. Hover over an icon to see what it does.

Need more help? Click the question mark at the top right of the screen.

CHAT

Figure 34: Step 15
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You can import any file containing text only to the whiteboard by clicking “choose file”, then

“import now”. The whiteboard is text-only and cannot import some file types.
«nr ExdE s Bl » 0

WELCOME TO YOUR ONLINE CONSULTATION! Look at the participants icon at

is already here. Upload any text file or document

WHITEBOA

™ © | [Choose File | No filefhosen )

DOLBAR: The

provide acce

Need more help? Click the question mark at the top right of the screer

Figure 35: Step 16
Once you have finished working on a document, the export options allow you to download
the updated document onto your device. You can select what file format you would like to

export it to (i.e. save it as).

CHAT

Figure 36: Step 17

m 23


https://www.linkedin.com/in/the-writing-and-tutoring-center-91543a231/
https://twitter.com/PSU_WTC
mailto:wtc@psu.edu.sa
https://www.psu.edu.sa/en/writing-and-tutoring-center

-

Tocoring Comer L’JJ Jlalw poll Acnla
PRINCE SULTAN

d. Timeslider Tool: The Timeslider allows you to see how your document changed from the

beginning to the end of your online session.

20C wn E = == 2 8 =

WELCOME TO YOUR ONLINE CONSULTATION! Look at the participants icon at the top right to see if anyone else

is already here

WHITEBOARD: To get started, import your document (using the arrows icon) or paste your document directly

Into this space. Changes made within the whiteboard are seen by all participants immediately.

TEXT CHAT: You can use the text chat tool, avallable by selecting CHAT below, to have a text conversation with

other participants. If you do not want participants to see what you are typing as you type, turn the REAL TIME

option off
AUDIO AND VIDEO: If your institution has enabled audio and video consultations, you will be prompted for
camera access when first joining a session. To be prompted again, simply refresh this screen. Screensharing is

also avallable by selecting the computer icon in the audio and video area.

TOOLBAR: The icons on the left side of the toolbar allow you to work with a document’s formatting. Other icons

provide access to drawing tools, math tools, and import/export options. Hover over an icon to see what it does,

Need more help? Click the question mark at the top right of the screen

CHAT
-

Figure 37: Step 18

When you click on the clock icon U it opens the Timeslider tool.

= RETURN TO PAD

Authors: No Authors

WELCOME TO YOUR ONLINE CONSULTATION! Look at the participants icon at the top right to see if anyone else is

already here

WHITEBOARD: To get started, import your document (using the arrows icon) or paste your document directly into

this space. Changes made within the whiteboard are seen by all participants immediately.

TEXT CHAT: You can use the text chat tool, available by selecting CHAT below, to have a text conversation with other

participants. If you do not want participants to see what you are typing as you type, turn the REAL TIME option off
AUDIO AND VIDEO: If your Institution has enabled audio and video consultations, you will be prompted for camera
access when first joining a session. To be prompted agaln, simply refresh this screen. Screensharing is also avallable

by selecting the computer icon in the audio and video area

TOOLBAR: The icons on the left side of the toolbar allow you to work with a document’s formatting. Other icons

provide access to drawing tools, math tools, and import/export options. Hover over an icon to see what it does.

Need more help? Click the question mark at the top right of the screen.

Figure 38: Step 19
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A Contor for Aeademio noettencs

e. Clicking "RETURN TO PAD" will take you back to the main interface.

n

Version 0 Saved March 23, 2022

Authors: No Authors

WELCOME TO YOUR ONLINE CONSULTATION! Look at the participants icon at the top right to see if anyone else Is
already here.

WHITEBOARD: To get started, import your document (using the arrows icon) or paste your document directly into
this space. Changes made within the whiteboard are seen by all participants immediately.

TEXT CHAT: You can use the text chat tool, available by selecting CHAT below, to have a text conversation with other
participants, If you do not want participants to see what you are typing as you type, turn the REAL TIME option off

AUDIO AND VIDEO: If your Institution has enabled audio and video consultations, you will be prompted for camera
access when first joining a session. To be prompted again, simply refresh this screen. Screensharing s also available

by selecting the computer icon in the audio and video areo.

TOOLBAR: The icons on the left side of the toolbar allow you to work with a document's formatting. Other icons
provide access to drawing tools, math tools, and Import/export options. Hover over an icon to see what it does.

Need more help? Click the question mark at the top right of the screen.

Figure 39: Step 20
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To end/leave your session, you can just close the browser tab as you would normally. To log out,

hover on “Welcome, your name” and click on “Log Out”.
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Figure 40: Step 21
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Figure 41: Step 22
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Thank you for using our booking system!

If you have any further questions or concerns, please get in touch

with us at wtc@psu.edu.sa or check our FAQ’s page.
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