Section 8: TutorTrac

Students Making Appointments

Stepl:) £ EO EO OEA 00C

Enter A# for username and click login.
The student will be asked to create a e
username and password for future visits. | ' C
Enter the username and password and i Academic Resource Center
. N ,‘vl Students: If th is your first time, please enter
click SAVE. Bl o e e
A name and password for future logins.

a0 1.0 SLopyright 2009, Rediock Software Corpacation
Unauthorizad Duplication of Software is Tlegal and Protected under Federal Lawid

Step2:) £ EO EO OEA OOOAAT 060 E£EOOO OEIi Ah OTEA xE
and click save. This will take them to the scheduled appointments screen.

Step 3: At scheduleappointments screen,
Click GO TO and then MAKE AN

APPOINTMENT. Make Aopolatment
Jakfrey Abbatt Edit Information
Step 4: Select SUBJECT and click stoncday, tiovamber 2, z::m“
SEARCH.
Hare ars your upcorreng aopoinbmants:
Date Start - End Type - Wha

Step 5: Click a time. At the next screen,
CI'Ck SAVE AP PO I NTM E NT 'rr:‘r:::ll::an appointment please choose ‘make appointment’ from the G

dropdossn e,
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E-mail Students

S TUTORTR

Step 1: Go to SEARCH STUDENTS & IRt Ena it |
Step 2: Scroll down toPROGRESS | e — Dol G5l Sitesis Found
REPORTS lisuManagement: | Last Date In Logged In

DNITING COMPUTER TECRNOLOGY WITH HUMAN EDUCATION

Step 3: Enter Course (BYS11902)

Step 4: Click SEARCH to get list

Step 5: Go to LIST OPTIONS

Step 6: Click SEND NOTE

NOTE:This will send a message to students when they login as well.
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Peer Mentor Visits
For aFEWSTUDENTS:

Step 1: Go to LOG LIST

Step 2: Batch Visit Entry  }

Step 3: Enter Student ID and
visit information

Step 4: Click SAVE and enter
new Student ID

For MULTIPLE STUDENTS:
Step 1: Go to SEARCH STUDENTS

Step 2:In Go To Menu, click SEARCH BY
VALUES

Step 3: Pull down menu and select STUDENT ID

Step4:%1 OAO OOOAAT O )$860 A » AOGAOU
time OR copy and paste

Step 5: Click SEARCH for results

Step 6: Under List Options click BATCH
VISIT ENTRY

Step 7: Click (here) for SELECTED

Step 8: Enter the information.

NOTE:You must keep up with TutorTrac weekly by Sunday (I will run reports on Monday
mornings.)
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