
 

 

CLARKSON COLLEGE WRITING LAB 
Online Writing Lab Instructions 
 

 

 
 
The Clarkson College Writing Lab now uses join.me for its online appointments in order to make them more 
interactive and synchronous. Join.me is super easy to use and allows students and consultants to work together 
on students’ writing in real-time. 
 

SCHEDULE AN ONLINE APPOINTMENT 
1. Schedule an online appointment using the same scheduling software that you use to schedule tests in the 

testing center at http://ccet.timetrade.com. 
2. When in TimeTrade, click on the Writing Lab:  

 

 
 
3. This will give you an option for either an on-campus or online appointment: 

 

 
 
4. Choose the online appointment and the consultant with whom you wish to work. 
5. Be sure to schedule a time when you will be at your computer (with internet, speakers, and microphone*) 

ready to discuss your paper with the consultant.  
 

JOIN YOUR ONLINE APPOINTMENT 
1. Email your paper to writinglab@clarksoncollege.edu any time before the scheduled appointment (this can be 

a day or two before the appointment or directly before the appointment begins). 
2. At your scheduled time, the consultant will send you a 9-digit code.  

 

 

 

 

https://join.me/
http://ccet.timetrade.com/
mailto:writinglab@clarksoncollege.edu


 

3. Once you receive the code, enter https://join.me/ in your internet browser. Then, enter the code in the green 
“join” box, and click on the green arrow: 
 

  
 
 
4. At this point, there will be a very quick download, and then you will see the consultant’s computer screen, 

ready with your paper. 

 

 
 

 
5. Click on the phone icon, then “Connect.” You should be able to hear and speak with the consultant at this 

time. 
6. The session will last approximately 45 minutes. 
 

ADDITIONAL ADVICE 
1. Download the most recent (free!) version of Adobe Flash Player at adobe.com.  
2. Note that if you experience an echo, you will need to use headphones.  
3. Remember to unmute your microphone after joining the call and double-check your volume levels.  
4. Mozilla Firefox is the browser that works best with join.me. Consider downloading the Firefox browser at 

mozilla.org prior to your appointment for peak accessibility.   
5. If a problem arises, please work to solve it by communicating with the consultant via email at 

writinglab@clarksoncollege.edu. If the problem persists, contact the Writing Lab Coordinator at 
402.552.6117. 

6. While we are happy to work with you from any computer or tablet, please do not join an online consultation 
with your smart phone. Using a smart phone diminishes your ability to interact with the consultant and with 
your writing, and it may cause safety hazards if you are actively mobile during the consultation.  

 
 
 
 
 
*Per the Clarkson College online education manual, internet, speakers and a microphone are required of all online 
students; see Online Education Manual. If you are not an online student and do not have access to these three 
items, please schedule a face-to-face appointment with the Writing Lab.  

https://join.me/
https://www.mozilla.org/en-US/firefox/new/
mailto:writinglab@clarksoncollege.edu
http://www.clarksoncollege.edu/default/assets/File/OnlineEducationManual.pdf

