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Section 8: TutorTrac        
 

Students Making Appointments  

 

Step 1: )Æ ÉÔ ÉÓ ÔÈÅ ÓÔÕÄÅÎÔȭÓ ÆÉÒÓÔ ÔÉÍÅȟ 
Enter A# for username and click login. 
The student will be asked to create a 
username and password for future visits.  
Enter the username and password and  
click SAVE. 

 

 

Step 2: )Æ ÉÔ ÉÓ ÔÈÅ ÓÔÕÄÅÎÔȭÓ ÆÉÒÓÔ ÔÉÍÅȟ ÓȾÈÅ ×ÉÌÌ ÇÅÔ Á ÄÅÍÏÇÒÁÐÈÉÃ ÐÁÇÅȢ #ÈÅÃË ÉÎÆÏÒÍÁÔÉÏÎ 
and click save. This will take them to the scheduled appointments screen. 
 
Step 3: At schedule appointments screen, 
Click GO TO and then MAKE AN 
APPOINTMENT. 
 
Step 4: Select SUBJECT and click 
SEARCH. 
 
Step 5: Click a time. At the next screen, 
click SAVE APPOINTMENT. 
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E-mail Students  

 

Step 1: Go to SEARCH STUDENTS 

Step 2: Scroll down to PROGRESS 
REPORTS 
 
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 a FEW STUDENTS: 

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 

Step 4: %ÎÔÅÒ ÓÔÕÄÅÎÔ )$ȭÓ ÁÎÄ ÃÌÉÃË %.4%2 ÅÖÅÒÙ  
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.) 

 

 

 

 

 


