
Scheduling an appointment in TutorTrac 4.0 

1. Click on “Search Availability…” 
 

 

 2. Choose “Center” 
 

 

  

3. Choose “Section:” (course) 

4. Click on “Search” 

 

 5. Click on the time slot you would like to 

schedule 
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6. Click on “Save” 

 

 7. Return to “Main Menu” 
 

 

 

Appointments will be listed in “Upcoming 

Appointments”.  To cancel an appointment, click on 

the “x”. 
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