Scheduling an appointment in TutorTrac 4.0

1. Click on “Search Availability...”

33 , —

2. Choose “Center”

Center: Ke‘f:

Accounting Drop-In Tutoring ing for available

Math Drop-in Tutoring

Welcome!
Statistics Drop-In Tutoring Ente
Subject Area Tutoring
Writing Center
2
1
3. Choose “Section:” (course) 5. Click on the time slot you would like to
. schedule
4. Click on “Search”
Key: dopin [Hanl| musipenoncosorgeue MOVE The mouse over an availability to
Center: Available Time Slots;
Subject Area Tutoring Thy Fi Sun
$/23/2010 9/24/2010 9/26/2010
Consultant:
| Tutor Name | | Tutor Name | | Tutor Name |
Section: 2:00 PM - 3:00 PM 3:00 AM - 10:00 AM 3:00 PM - 4:00 PM
CHOICE REQUIRED 3:00 PM - 4:00 M 10:00 AM - 11:00 AM 4:00 PM - 3:00 PM
4:00 PM - 5:00 PM 11:00 AM - 12:00 PM 5:00 PM - 6:00 PH
From: 5:00 PM - 6:00 PM 12:00 PM - 1:00 PM £:00 PM - 7:00 PM
0972272010  FH 1:00 FM - 2:00 PM
2:00 PM - 3:00 PM
L 3 3:00 PM - 4:00 PM
mﬂﬁfﬁﬂm EH 4:00 PM - 5:00 PM
Time:

1:00a to 11:55p
ittt

Cavs:

MON TUE WED THU FRI SAT SUN

\4

5:00 BM - 6:00 PM
~—
11:00 AM - 12:00 PM 5
12:00 PM - 1:00 PM
1:00 PM - 2:00 PM
2:00 BM - 3:00 PM
3:00 PM - 4:00 PM

4:00 PM - 5:00 PM




6. Click on “Save”

Sfudent:,  Student Name Hgfff Tutor Name
| M number

Appaintment Info

Center. SubjectArea Tutoring
Sublect: Iy 350002 201040

Date: 3/24/2010 Tme: 200PM 1, 300PM

i

Created 00/00/00 of 00:00:00 by

Modified 00/00/00 at 00:00:00 by

Save

7. Return to “Main Menu”

Center: (9';-"‘: dropin | Tenl  muffipers
Subject Area Tutoring _
Choose 2 center to begin searching for available Thy Fr
appointment slots. 9/23/2010 9/24/
Melissa Brian
2:00 PM - 3:00 PM 900
3:00 PM - 4:00 PM 10:
4:00 PM - 5:00 PM 11
5:00 PM - £:00 PM 12
1:00
3:00
4:00
5:00
Melis
11
iz
1:00
2:00
300
EHI

Appointments will be listed in “Upcoming
Appointments”. To cancel an appointment, click on
the “x”.

TutorTrd

| Welcome! |

Upcoming Appointments

t Areq Tutcring appointment on 9/24/2010 ot 2:00

| TutorName  certion: FIM_380 002 201040 . LX)

Appointment Cancellation [X]

Are you sure you want to cancel this appointments
Enter areason for the cancellation and click Confirm Cancellation.

Details:

Subject Area Tutoring appointment on 9/24/2010 at 2:00 Ph with ~ Tutor Name
I ¢ section: FIN_380 002 201040

Reqson:

Keep Appointment Confirm Cancellation




