
1. Go to kees.wts.edu and log in using your student username and password.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Scroll down and select “Center for Theological Writing” from your course 

list. 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

3. Near the top of the page, select the link which says “Schedule an Appointment 

with a CTW Tutor.” 

 

 

 

 

 

 

 

 

 

 

 

How to Schedule an Appointment 

 with a CTW Tutor  



4. Click the link to view the CTW Calendar (you may be asked to sign into your 

student e-mail account). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. On the calendar page you will see the available appointment times, broken 

up into 30 and 60 minute slots. M.Div students can sign up for up to one 

hour a week.  Th.M and Ph.D students can sign up for up to two hours a week.  

Click your desired time slot. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



7. A pop-up will appear with your appointment details. Click save.   
 

 

 

 

 

 

 

 

 

 

 

8. You are finished! If you need to cancel your appointment, please contact the 

CTW by e-mailing wringcenter@wts.edu or by calling 215-935-3867. 

 

Notes:  

You will receive an e-mail confirming your selection. Be aware that you will 

receive a confirmation e-mail for each slot you selected. 

 

You can view appointments you have signed up for on the Google calendar 

associated with your student e-mail.   

 

Preparing for your appointment 

Before your appointment, e-mail your paper to writingcenter@wts.edu.  
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