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Troubleshooting WCOnline 
A guide compiled by the OU Writing Center 

 
Note: All images are taken from WCOnline, version 8, and are accurate as of March 2024. 
 
This document offers helpful tips to enable writers to solve common issues with WCOnline. Use 
the table of contents below to navigate to a particular topic. Or, scroll through the document to 
browse included topics.  
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I’m in a video conference and my audio and/or video won’t work! 
If you are having trouble with your audio and/or video in the WCOnline’s chat platform, 
check out this guide from the makers of WCOnline. It walks you through several 
troubleshooting scenarios to try when your audio and/or video won’t work within the 
WCO platform. While our consultants can try to provide tips for enabling or fixing 
audio/visual problems, they are not tech experts. We recommend checking with your 
browser company (e.g., Chrome/Google, Firefox, Mozilla, Safari/Apple) for further 
instructions on enabling or allowing audio/visual components in your web browser. 
 
Here are some common things to try: 
• Make sure that permission has been given for speakers and video camera. Allow for 

camera, microphone, and sound. You may need to access your browser’s File Menu 
to allow permission. In Chrome, shown in the image below, you can click the toggle 
button next to the web address on the top left of the screen. 

  
• In the WCO chat platform itself, Next make sure in the video box none of the icons 

for video, computer, and audio are crossed. 
• Check to see if pop-up blocking is turned on. Pop-up blocking needs to be turned off 

in order for the WCO platform to work correctly. 
 
  

https://help8.mywconline.com/index.php?id=46&sid=396
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I need to change or reset my WCOnline password. 
There are two ways that you can change or reset your WCOnline password. 
1. To change your account password after logging in, click “Welcome, name” on the top left 

corner of the screen. Then, click “Profile & Communications Options.” From there, scroll 
down to the password section to change your password.  

 
2. If you’re unable to log in from the initial appointment page, look below the log-in button 

where there is a link to reset your password.  

 
 
  



 

4 
 

How do I add an attachment/upload to my appointment? 
There are two ways to upload an attachment for an appointment. How you add an 
attachment depends on whether you are creating a new appointment or if you are editing an 
existing appointment. 
1. When making a new appointment, there will be an option to attach a file at the bottom of 

the appointment form. Attach as many files as needed for the appointment there. 

 
2. If you have already made an appointment and would like to add or update an 

attachment, log in to your WCO account.  
a. Then, next to your name, select the appropriate appointment from the list called 

“My Appointments.” 

 
b. Once the appointment form window opens, scroll to the bottom of the form and 

click the yellow “Attach File” button next to “Edit Appointment.” Be sure to click 
the blue “Attach File” button to add the document(s) to your form. 



 

5 
 

 
 
If there are any complications with file attachments, contact the Writing Center at 
writingcenter@ou.edu or by phone at (405)325-2936. 

 
  

mailto:writingcenter@ou.edu
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How do I find my feedback from an appointment? 
Generally, feedback is emailed directly to your email address on file after the appointment 
time. This includes both the Session Note, which comes after all three types of 
appointments, and any file uploads, which come after written feedback appointments only. 
However, in case there are any email complications, you can return to the appointment form 
and look for the feedback in the “Attached Files” section at the bottom of the appointment 
form. You should see the “Client Report Form,” and, if applicable, any additional 
attachments.  

 
If the feedback is not shown in the “Attached Files” section, contact the Writing Center at 
writingcenter@ou.edu or by phone at (405)325-2936. 

  
  

mailto:writingcenter@ou.edu
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I don’t like the way the schedule is showing up on WCO. How can I switch the 
schedule view? 

WCO has two types of schedule views: Calendar View and Standard View. We find that 
Calendar View works best so that you can see multiple days at a time, including both 
available and non-available spots.  
 
Users can change their view of our schedules by hovering over your name in the top left 
corner of WCO after you loge in. Then, select “Profile & Communication Options.” You’ll 
then see a box labeled “Communication & System Preferences.” Under “System 
Preferences,” you can choose which view of WCO you’ll see upon login. 
 
This is what Standard View will look like in WCO, version 8: 

 
• If your screen looks like the image above, you are in Standard View. You can switch 

to Calendar View by clicking on the link on the lower left side of the screen, under the 
“Find Appointments” button that states: “view the calendar display (or update your 
‘system preferences’ to default to the calendar display).” 

 
  

https://help8.mywconline.com/index.php?id=4&sid=1573
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This is what Calendar View will look like in WCO, version 8: 

 
• If your screen looks like the image above, you are in Calendar View. All white boxes 

show available appointments. You can hover over a consultant’s name on the left to see 
what types of appointments they are available to help with. You can find out more about 
our appointment types on our website.  

 
During the semester, we have multiple schedules of appointments to choose from. To see 
the full schedule of available appointments, select “Schedules” next to “Welcome, Name.” 
You will see several different schedules, separated by location. You can find more 
information about our locations and hours on our website.  

 
  

https://help8.mywconline.com/index.php?id=4&sid=1588
https://www.ou.edu/writingcenter/appointments
https://www.ou.edu/writingcenter/about/locations
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I signed up for a [type of appointment] but I’d rather have a [different type of 
appointment]. How do I change the type of appointment? 

You can change the appointment type by going back to the previously created 
appointment form and clicking the “Edit Appointment” button at the bottom. The 
appointment form will show the type of available appointments. These options depend 
on the consultant's availability. The default is set to “Face-to-Face,” but there are two 
remote options as well. 

 
Please note that not all consultants are available for all three appointment types. You 
may need to select a new consultant if they are not available for the kind of appointment 
you’d like to have. 
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I signed up for a video conference but I don’t know how to access the video! Is it 
through Zoom? Or, where is it? 

The Writing Center uses WCOnline’s integrated chat platform for all video conferences. 
We do not use Zoom. In order to join the video conference, you’ll need to access the 
appointment form for your scheduled appointment. Log in to WCOnline and select the 
appointment from the list called “My Appointments” that appears to the right of your 
name. Then, you’ll see a video conference button on the appointment form. Click the 
button and you’re in! 
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I’d like an appointment but all of the spots for the day/time I want are taken. What 
can I do? 
All of the OU Writing Center’s schedules on WCOnline have a Waiting List feature enabled. If a 
day/time is completely booked, the Waiting List will activate. You’ll see a link below the schedule 
for that particular day. Writers can click the link to sign up to be notified if that consultant or 
schedule becomes free (usually because someone else has canceled their appointment). You’ll 
then get notified and can then decide if you want to schedule an appointment. A notification will 
go out to all people on the waitlist, so if there are multiple writers waiting, it'll be first come, first 
served for who gets the available slot. 
 
Don’t forget that we offer consultations six days a week and in multiple locations. It’s always a 
good idea to check another day, time, or schedule if you have flexible availability. 
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