WC Online

A Quick Reference Guide for Consultants

Web Address:  casewconline.com or  http://rich37.com/case

New Users:  Register on the homepage and then log-in with your registration information

Viewing the Schedule:  White squares indicate available time-slots; red squares indicate 
unavailable time slots.  Shades of blue indicate yours or others’ reservations (refer to the   
color key at the top of the schedule for specific information).

Appointment Information:  To make an appointment, students click on a white square.  To view appointment information, consultants click on the blue squares. Both students and consultants receive a confirmation e-mail when appointments are made and when appointments are cancelled.  Students can make appointments at any time. Students are limited to making one appointment per-day and 120 minutes per week.
Logging in Students:  When a student arrives for his or her appointment, you do not have to log in that student. You only need to use the online scheduling system at some point after the appointment when you create your report.

Creating a Report:  Consultants in all locations must fill out an online report for all visits (including walk-ins) regardless of whether the student wishes to have an e-mail report of the session sent to his or her instructor.  You may fill these out at any time, not only when you are in the WRC, as long as they go out within two (2) days of the appointment.  Otherwise, it leaves an “orphan” in the system.  It’s best to do reports sooner than later because we periodically check for “orphan” reports, and then ask consultants to go back and complete them.  To complete a report, click on the appropriate blue appointment square and look for the pop-up window.  About midway down the page under “administrator only” on the pop-up window, click “add new” under “client report forms,” and fill out the appropriate information.  Note:  If a student does not have the instructor’s e-mail, you may go to https://www.case.edu/directory/ to look it up.  If a student does not want his or her professor to receive a report, leave the fields blank, complete the report, and click “save report.”  Again, a report must be created by consultants in all locations for every visit, regardless of whether the report is being e-mailed to instructors.  (Consultants will not receive e-mail replies from faculty. The automatic reply address to the faculty e-mail is writingcenter@case.edu, an administrator’s address.  We will forward any faculty comments to you).

Walk-ins.  Go to the schedule and click on the square representing the time of the walk-in.  (Since you were available, it should already be free; WC Online allows you to travel back in time).  Look for the student’s name on the drop-down menu and proceed with your report following the steps above.  If the student’s name does not appear, walk him or her through the registration process and begin the session.  Then, go back and complete the report. 

No-Shows:  If a student does not show up, click on the appropriate appointment square (which will still be shaded blue) and check the “was this appointment missed?” box in the administrator-only section of the pop-up window.

Making Appointments for Students: Click on the white square that your student chooses.  On the pop-up window under “will be reserved for,” use the scroll-down window to select the student’s name.  Note:  in order for a student’s name to appear on this window, he or she has to be a registered user.

Calling-Off.  Either way, please contact Megan or Hazel (or call Bellflower (X3798) for last minute emergencies) when know when you will be calling-off of regular hours. Contact the students yourself, if you have scheduled appointments, and then delete them. Use the manage blackout times function in the control panel to block out appropriate times. Here, you will click on the “manage blackout time” feature and a new schedule will appear.  Sign up for yourself on this new schedule to black out your hours.  Please do not sign up for yourself on the regular schedule.
Questions?  Please call 368-3799 or e-mail msj18@case.edu at anytime!
