
 
 

Mywco is an online appointment scheduling system that Collin College APCAA centers 
have been using for their virtual appointments and scheduling. This tutorial will hopefully 
guide you through the set-up and scheduling process. If you have any questions, please 
contact the iCollin Technical Help at icollinAPCAA@collin.edu  

 
1. Getting started: 

If you have already had appointments with the Campus Writing Center, you can 
skip to #3. If you have not already registered, or have registered with another campus 
writing center, you will need to register with the Mywco. Go to “First Visit?” and click on 
register for an account. 

 

 
2. Next you will need to fill out the registration form: 

You must complete the information marked with a red asterisk. Please make 
necessary changes to email preferences and include your phone number if you would like 
appointment and waitlist reminders sent by text. You can also send a test text message. 

PLEASE USE YOUR @COLLIN.EDU EMAIL 
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3. Logging in: 
When logging in, make sure you read the information on the log-in page for any 

changes. In order to see the correct schedule to make an appointment, select the 
appropriate one. For the Reading and Writing; Math and Science, Subject Tutoring 

 
 

 
4. Clock In/Out: 

Before selecting your appointment time please CLOCK into the center.  The green 
checkmark is located in the top left-hand corner below the student’s name. Clock out 
when leaving the appointment or signing out. 

 

 
 

 
5. Selecting an appointment time: 

Before selecting an appointment time please read the “Announcement” information. 
There will be updates as this is a new platform for the Math Lab. The date in the top corner 
shows when the last update occurred. 

 

 
 
 
 
 
 



 
 
 
On this page you will see the “Limit to:” and a drop down. This will allow you to limit 

the schedule to those tutors who are available for your course. Please select your course. 
If you do not know your course number it can be located on your syllabus. 

 
 



The “Help?” selection will let you see what the different colors mean as it pertains to 
the scheduling grid boxes (for example open appointments). 

 

 

Once you have limited the available tutors to your course, you will select your 
appointment time. The most current appointment information, such as how long an 
appointment can be, how many appointments are allowed a day or week, contact 
information in case more time/appointments are needed, etc., are listed on the 
Announcements discussed previously. White boxes on this schedule indicate available 
times for that day. Click on an available time slot to schedule your appointment. 

 

 
When you have chosen a time the “Create New Appointment” screen will pop up. Make 
sure you select the appropriate length of time for your appointment referencing the box 
that states the appointment limit. 

 



You can also download any materials such as test reviews, labs, work you have 
completed, screenshots of homework questions, etc. 

 
 

 

 
6. Accessing your appointment: 

You can see your appointments by selecting the box on the schedule or by 
selecting “My Appointments.” A “View Existing Appointments” box will pop-up and it will 
include the link you will use to go to the Zoom meeting room. This link automatically has 
you enter the meeting room with a tutor so please wait until your scheduled time to click it. 
You do not need a Zoom account. 

 

 
Once you have successfully scheduled an appointment you will get an email. If you have 
to cancel please select your appointment and select “Cancel Appointment” at the bottom of 
the “View Existing Appointment.” Please cancel as soon as you know so the time can be 
available for another student. 

 
The drop down next to “Welcome” is where you can also go to update your profile and 
email options. 

 

7. If you need help: 
If you need further assistance please email Technical Help at 

iCollinAPCAA@collin.edu  
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