
  

HOW TO 

Book an Appointment at The Writing Place 

 



Step 1: Visit The Writing Place website or sign in 
to OneLogin to access TutorTrac/TracCloud. 

 

https://www.bhcc.edu/writingplace/


Step 2: Select "TutorTrac" in the OneLogin Apps page  

(use the "search" feature if you do not see TutoTrac/TracCloud appear).  

 

    
  

 

 

 



Step 3: Book your appointment in this box. 

 



Step 4: Select "The Writing Place,” your course, and a 

reason for your visit. Select "Search" for availability. 

 

 
  

 

 

     

 

 



Step 5: Select a time that works for you by 
clicking on one of the green boxes. 

 

 

 

 

 

 

 

 



Step 6: Once you select a date a time, you will confirm 
appointment length and whether your visit is in-person or online.  

 

 
  

 

 

 

   

  

 
  

   

    



Step 6: [online] Once you select a date a time, you will confirm 
appointment length and whether your visit is in-person or online.  

 

 
  

 

 

 

 

 

 



Keep in mind that some time slots are ONLINE ONLY. 

Appointments will be online only… 

• after 5pm Monday-Thursday 

• after 1 PM on Fridays 

• weekends Saturdays and Sundays 

 
 
 
 



Step 7: Select the "Confirm" button to officially schedule the 
appointment. 

 



 

 

 

    
  

 

 

 

 

 

 



Once your appointment is 
confirmed, you have the option to 
attach a document to your 
appointment (your appointment 
must be booked before attaching a 
doc). 

If you would like to attach a document for 

your appointment, select the "+ New" 

button under Document, and choose your 

file. 

Hit "Save" to attach. 



If you book an online appointment, here's where you can join 
the WebEx meeting.                                

 



 
If you need to cancel an appointment, select the small "x" on 
the booked appointment in TutorTrac/TracCloud, and 
confirm your cancellation in the pop-up window. 

 

 



Keep in Mind... 

Missing or cancelling 3+ appointments (within 5 
minutes of the start) will lock your account. 

To regain access, please contact Professor Jennifer Cohn directly 

jcohn@bhcc.edu 




