
Accudemia Basic Functions Quick Guide for Students 
 

Signing in to Accudemia 

Sign in to your OneLogin portal: https://collin.onelogin.com 

1. Enter your Collin username  

 

 

2. Enter your Collin password 

 

 

 



3. Select Accudemia from the list of applications* 

 

*If Accudeima is not in your list of applications, contact the Collin College Helpdesk.  

Note: Students can also access Accudemia by going directly to https://collin.accudemia.net/. 

 

Making an appointment with the Plano Writing Center 

1. Click the blue "New Appointment" button on your Accudemia dashboard, under 
“Upcoming Appointments,” then follow the prompts.  

 

 



a. Select “Writing Center Plano" from the list of centers. 

 

 

b. Read the appointment instructions window carefully.  
• Click anywhere on the screen, or scroll to the bottom and select the green “Close” 

button, to close the appointment instructions window. 

 

c. Select the course related to your assignment.** 
d. Select "Online Writing Appointment" or "On-Campus Writing Appointment" 

 

  



e. Select an appointment time 

 

 

f. Confirm your appointment 

 

 



 

 

*Since the login for Accudemia is the same One Login you use for Canvas, the link above 
should take you directly to your Accudemia dashboard. If it does not, log in to One Login 
using your Collin username and password.  

**If your writing project is not for a class—like a transfer application essay—select 
“General Writing Assistance.” 

 

Viewing scheduled appointments  

1. Log in to Accudemia  
2. Your upcoming appointments will be listed on the left-hand side of the screen. If you 

want to view all upcoming appointments, click the “View All” button, located next to the 
blue. “New Appointment” button. 

 



Joining an Online Appointment 
There are two ways to join your scheduled online Plano Writing Center appointment.  

1. Log in to Accudemia 
2. Click the green “Join Session” button on your dashboard, under “Upcoming 

Appointments.” The“Join Session” button only appears a few minutes before your 
scheduled appointment. 

 

 

3. Click the green “Join Session” button on the new window 

 

 

4. Click the “Open Zoom Meetings” option 

  



 

Allow Camera and Microphone Permission 

If you have not already allowed Zoom to access your camera and microphone, you will need to 
allow permission when the pop-up windows appear on your screen.   

 
Too Early to Join Notice 

If a student tries to join a session too early, they will receive  

 

 
No-show Notice 

If a student is more than 10 minutes late to an appointment, they will not be able to join the 
online session. After 3 no-shows, student accounts will be locked, and they will not be able to 
make additional appointments for the remainder of the semester.  

 

  



Cancel or reschedule an appointment 

If you need to cancel or reschedule an appointment, follow these steps or contact the Plano 
Writing Center. Appointments must be cancelled or rescheduled at least 1 hour before their start 
time to avoid a no-show. 

1. Log in to Accudemia 
2. Select the “View All” button, located next to the blue. “New Appointment” button. 

 
 

3. Select the box next appointment you want to reschedule or cancel. 

 

OR 

1. Students can click the cancel/reschedule link at the bottom of the appointment 
confirmation email and follow the prompts. 

 



Viewing a Tutoring Session Log 

1. Log in to your Accudemia account  
2. Click on the “Center Attendance” tab and select “Session Logs.” 

 

 

 

Note: Students can take a picture/screenshot of session logs to show proof of attendance if 
needed.   

 

 

 


