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Definition of Terms 

Appointment: a record that a student has scheduled time to meet with a tutor, but has not yet 

taken place. 

Visit: a record of an appointment that has occurred, or is in progress.  Visits may be logged in 

real time by logging the student into the system at the start of the visit and logging off at the 

conclusion.  

Consultant: a tutor or TA. 

Student: a student who is being tutored (tutee). 

Trac Navigation: the menu and search bar found in the upper-left corner of each page. It is the 

main source of searching and navigating the Trac system. 

Availability: refers to the appointed time that a consultant offers for student appointments or 

drop-in visits and appears on the schedule. 

Center Kiosk: master portable log-in kiosk for tutors and students, located at the CWAA’s 

entrance.  

Drop-In Visit: a visit that was not scheduled, but occurred when the student showed up and 

utilized services without advance notice. 

Quick Visit: an entry that is generally recorded after a visit or at the end of a work shift.  The 

Quick Visit is especially helpful to TAs and tutors that do not have access to their laptop during 

the work shift. 

Profile: the Center Profile refers to our customized TutorTrac system. 

Center/Subcenter/Group: these terms are more or less interchangeable; each group or 

subcenter is a group of users and consultants that have access to various functions, depending 

upon their job description. 

Sections: This refers to both generic tutoring subjects (e.g., Chemistry, Math or Physics) as well 

as individual courses (e.g., MTH125 or CHM113). 

TracMan Icon:  The TracMan Icon is the image of the Trac symbol that links to the 

primary menu on the Trac Navigation. 
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Policies 

Logging in/out for work: All tutors must log in and log out of TutorTrac every time that they 

work.  

Time Sheet: All tutors, TAs, APMs, and Writing Fellows must log their hours in TutorTrac 

before submitting their time sheets.  

Accuracy: Hours recorded in TutorTrac should match the hours listed on the time sheet.  

Visit Notes: Tutors should record visit notes at the end of a session describing the process  

Tutoring Location:  All tutors, with the exception of Atrium tutors and Math Lab tutors, 

should conduct their tutoring sessions in the library unless otherwise arranged with the 

Director.  

Logging Students in:  Students should log themselves in to TutorTrac at the start of an 

appointment. Tutors can help students if needed, but should not complete the task for the 

students.  

Review Sessions: TAs are expected to record student attendance in TutorTrac. 

Missing Work: If subject tutors or writing tutors are unavailable to cover their shifts, they 

must also delete their availability for that day from the TutorTrac Schedule.  

Covering Shifts: If tutors cover someone else’s shift, they should create a single-day 

availability on TutorTrac.  
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Logging In 

 

 

To log in, go to 

https://tutortrac.stonehill.edu/ on Firefox 

or Chrome. Do not use Internet Explorer. 

Log in using your myHill username and 

password. 

*If you change your password in myHill, it 

may take 24 hours to update in TutorTrac. 

 

When you first log in, your page may appear 

as the student page. Click Switch to 

Consultant Profile to be taken to the 

consultant view. In the future, you should 

automatically be taken to the consultant view. 
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Logging In (Continued) 

 

 

 

 

 

 

 

This is what the home page for 

consultants looks like. If you need to 

switch back to the student view, just click 

on the Tracman icon and click Switch to 

Student Profile.  
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Setting Preferences 

 

 

 

The first time you log in, you should be 

taken directly to the My Prefs page and 

prompted to set your preferences. 

However, if this does not happen, or if 

you need to make any changes to your 

preferences, simply click the Tracman 

icon and select My Prefs. 

 

Make sure to check off the following boxes:  

Calendar, Mini Log List, and Log Student.  

 

Set your schedule to 10am to 10pm. This will 

impact the times that appear on your calendar.  

 

Then click Save Prefs. 
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Selecting Specialties  

 

  

 

In TutorTrac, the word sections is used instead 

of courses. Before you start working, you must 

set your section specialties, which are the list of 

classes that you are approved to tutor. 

 

To start, click the Tracman and Confirm Bio.   

 

Once the Confirm Bio page pops up, click on the 

Section Specialties tab. Then, select all of the 

classes that you are approved to tutor.  

 

You can search for specific subjects by typing the 

@ symbol and abbreviation for your subject into 

the search bar at the top of the screen.  

 

Writing tutors should already have all subjects 

selected for them.  

Don’t forget to click Save! 
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Logging In/Out for Work Outside the CWAA 

 

 

 

On your main screen, there should be a box 

labeled Log Student at the top. If you do not 

see this box, check your preferences again to 

make sure it is checked off.  

 

In the box, type in your myhill username and 

press Enter. 

 

Choose the appropriate Center and click Log In. 
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Logging In/Out for Work Outside the CWAA (Continued) 

 

 

A list of the classes that you are taking this semester and a list of the subjects that you are 

approved to tutor should appear under the subject menu.  

Click the appropriate generic subject and select Work as your reason.  

Select I am a Tutor/TA under the Who were you referred by? menu. Then, click Continue.  

 

You are now logged in for work. 

 

At the end of your shift, don’t forget 

to log out!  

Type your myhill username into the 

Log Student box at the top of the 

screen again and choose the same 

Center.  

 

Select your own name from the What 

Tutor did you see drop-down menu 

and click Continue.  

 



7 

 

Logging into the Center Kiosk as a Subject Tutor 

 

 

 

 

Put your myHill username in the Log 

Student bar and click Enter. 

Select Subject Tutoring as your center 

and click Log In. 
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Logging into the Center Kiosk as a Subject Tutor (Continued)  

 

 

 

 

 

 

 

 

 

 

 

 

Select the generic subject you tutor. Then 

select Work as your reason.  

Select I am a Tutor/TA from the Referred 

by dropbox. Click Continue. You are now 

logged in. 
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Logging Out of the Center Kiosk as a Subject Tutor 

 

 

 

Click on your name under the TutorTrac 

Main Menu Welcome tab. 

Write comments regarding your sessions 

and select your name under the What 

Tutor did you see dropbox. Click 

Continue. 
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Logging into the Center Kiosk as a Writing Tutor 

 

 

 

Enter your myHill username and click Enter. 

 

Select the Writing Center option then 

click the Log In button. 
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Logging into the Center Kiosk as a Writing Tutor (Continued) 

 

 

 

 

 

 

 

 

 

 

 

 

For the subject, select WRITING and 

for the reason, select Work. 

Select the “I am a Tutor/TA” option 

for the Who Were You Referred By 

dropdown. 
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Logging Out of the Center Kiosk as a Writing Tutor 

 

 

To log out, click on your name under 

the TutorTrac Main Menu. 

Select your name from the What Tutor did 

you see dropdown and click Continue. 
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Logging Students Out of the Center Kiosk  

 

 

 

 

 

 

 

 

 

 

 

 

Select your name from the 

What Tutor did you see 

dropdown and click Continue. 

It is required that you fill out 

the Visit Notes section, where 

you give a brief overview of 

your session.  

Click on the student’s name to bring up 

the Visits Entry box. 
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Creating a Schedule  

 

 

 

Click the Tracman icon and select Schedule. 

You should be taken to the schedule page. If you have more than 

one position with the CWAA, you will need to choose the 

appropriate Center (Writing Center, Subject Tutoring, Teaching 

Assistant, Writing Fellows, Academic Peer Mentor, Atrium Tutor, or 

Math Lab) to view the existing schedule for that Center. Writing 

Center is used in this example. 

Click on your name to view your schedule for the week. Brittany 

Bonanno is used in this example. If you have not set your schedule 

yet, the schedule page will be blank. 

Drag your mouse, 

which should take 

the form of a vertical 

arrow, over the 

day/time period that 

you will be working. 

Appointment 

Availability 

Drop-in 

Availability 
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Creating a Schedule (Continued) 

 

 

Settings for Writing 

Tutors Appointment 

Hours: Center: Writing 

Center, Location: Center-

Writing, Max: 1 student, 

Date: Beginning of 

Semester-End of 

Semester, Time: Start-

End, Divide into Slots: 

00:30, Split into 

availability blocks on 

save (checked), 

Autobook: None, Allow 

option to book weekly 

(checked), Default: Not 

checked. 

Don’t forget to save! 

*Shown in Picture* 

Settings for Writing 

Tutors Drop-in Hours: 

Center: Writing Center, 

Location: Center-Writing, 

Max: 0 students, Date: 

Beginning of Semester-

End of Semester Time: 

Start-End, Divide into 

Slots: 00:00, Split into 

availability blocks on 

save (not checked), 

Autobook: None, Allow 

option to book weekly 

(not checked), Default: 

Not checked. 

Don’t forget to save! 

*Not Shown in Picture* 

 

Once you drag your mouse over the desired 

time/day, this box should pop up. 

A green colored block indicates appointment 

hours.  

A teal colored block indicates drop-in hours. 

Settings for Subject 

Tutors Appointment 

Hours: Center: All, Max: 

1 student, Date: 

Beginning of Semester-

End of Semester Time: 

Start-End, Divide into 

Slots: 00:30, Split into 

availability blocks on 

save (checked), 

Autobook: None, Allow 

option to book weekly 

(checked), Default: Not 

checked. 

Don’t forget to save! 

Settings for Subject 

Tutors Drop-in Hours: 

Center: All, Max: 0 

students, Date: 

Beginning of Semester-

End of Semester Time: 

Start-End, Divide into 

Slots: 00:00, Split into 

availability blocks on 

save (not checked), 

Autobook: None, Allow 

option to book weekly 

(not checked), Default: 

Not checked. 

Don’t forget to save! 
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Deleting Availability from the Schedule 

 

 

A Confirm Delete box pops up.  

If you just need to delete availability for 

the day, click Delete This. If you need to 

delete availability for the semester, click 

Delete All. 

To delete availability from the schedule, 

go to the schedule and click the X in the 

top-right corner of the availability.  
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Viewing Visit History 

 
 

 

 

 

 

 

 

 

 

 

To view your visit history, log into TutorTrac and click on the 

Utilization button on the main screen. 

Select the appropriate dates from the Change Date menu.  

The list of your work visits should appear on the page.  
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Running Reports for CRLA Certification 

 

 

 

On your main screen, click the Tracman icon, then click Reports. 

Select Students By ?? from the drop-down 

menu. Then click Consultant Search and put in 

your own name. Select the appropriate dates, 

which will most likely be the beginning and end 

of the semester.  

Then, click Generate. 
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Running Reports for CRLA Certification (Continued) 

 

 

 

 

 

 

 

 

 

The report opens in a new tab.  

The important part of the report is the bottom table, 

which lists the total number of hours that you have 

tutored.  

For CRLA certification, you need at least 25 hours. 

You must print out this report for the CWAA’s 

records before receiving CRLA certification. 
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Viewing Student’s Visit History 
*This cannot be done through the Kiosk. You must login to Tutortrac on another 

CWAA computer or through a new Firefox tab.* 

 

 

After logging into Tutortrac, click the 

Switch to Consultant profile option. 

Hover the mouse over the magnifying 

glass in the Trac Navigation search bar 

and click Students. 
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Viewing Student’s Visit History (Continued) 

 

  

 

Click List Options and then select the 

Search option. 

Type in the Last Name of the student 

tutee, and then click Search. 
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Viewing Student’s Visit History (Continued) 

 

 

Click the student’s ID number. 

Click on the History tab. 
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Viewing Student’s Visit History (Continued) 

 

 

 

 

 

 

You should now be able to scroll through 

and view all of student’s previous 

appointments and visit notes. 



 

 

 

 

 

 

For Teaching 

Assistants, Academic 

Peer Mentors, and 

Writing Fellows
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Logging In  

 

 

To log in go to 

https://tutortrac.stonehill.edu/ on 

Firefox or Chrome. Do not use Internet 

Explorer. Log in using your myHill 

username and password. 

 

When you first log in, your page may appear as 

the student page. Click Switch to Consultant 

Profile to be taken to the consultant view. In 

the future, you will automatically be taken to 

the consultant view. 
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Logging In (Continued)

 

 

 

 

 

 

 

 

This is what the home page for 

consultants looks like. If you need to 

switch back to the student view, just click 

the Tracman icon and select Switch to 

Student Profile.  
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Setting Preferences 

 

 

 

 

The first time you log in, you should be 

taken directly to the My Prefs page and 

prompted to set your preferences. 

However, if this does not happen, or if 

you need to make any changes to your 

preferences, simply click the Tracman 

icon and select My Prefs. 

 

Make sure to check off the following boxes:  

Calendar, Mini Log List, and Log Student.  

 

Set your schedule for 10am to 10pm. This will 

impact the times that appear on your calendar.  

 

Then click Save Prefs. 
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Selecting Specialties  

 

  

In TutorTrac, the word sections is used instead of 

courses. Before you start working, you must set 

your section specialties, which should be the 

course(s) that you are working with for the 

semester. 

 

To start, click the Tracman icon and select 

Confirm Bio.   

 

Once the Confirm Bio page pops up, click the Section 

Specialties tab. Then, select the class(es) that you will 

be working with for the semester.  

 

You can search for your specific subject by typing the 

@ symbol and abbreviation for the subject into the 

search bar at the top of the screen.  

 

Don’t forget to click Save! 
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Creating a Quick Visit 

  

 

 

 

 

 

 

On your main screen, 

click on Create a Quick 

Visit. The Visits Entry 

page pops up. 

 

First, click on Student ID, enter your last name, and click Enter. Once your name populates, click it. 

Then, select the Date of the visit, as well as the Time In and Time Out.  

 

*You must click Save before continuing* 

 

After saving, the Center and Subject fields should populate. Choose the appropriate selections.  

Select the Reason for the visit (TA: Exam Prep, APM: Review Session, etc.) and write up any visit notes.  

You must include the names of the students who you worked with! 

Once you are finished, click Save again. 
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Viewing Visit History 

 

 

 

 

 

 

 

 

 

To view your visit history, log into TutorTrac and click on the 

Utilization tab on the main screen. 

Select the appropriate dates from the Change Date menu.  

The list of your work visits appear on the page.  



 

 

 

 

For Students 
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Logging In 

 

 

To log in go to 

https://tutortrac.stonehill.edu/ on 

Firefox or Chrome. Do not use Internet 

Explorer. Log in using your myHill 

username and password. 

If you recently changed your password in 

myHill, it may take 24 hours to update in 

TutorTrac. 

This is your main screen. From here, you 

can view the schedule for drop-in 

tutoring, make appointments, and view 

your visit history. 
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Viewing the Tutoring Schedule

 

 

 

After logging in, click Search Availability.  

 

If you are looking for a writing tutor, select Writing Center 

from the Center drop-down. If you are looking for a subject 

tutor, select Subject Tutoring from the Center drop-down.  

Select the class that you are seeking help in from the Section 

drop-down.  

Choose the weekday(s) that you are available. If a day is 

GREEN, then it will show up in your search results; if it is gray, 

then it will be omitted from your search results.  

Then, click Search.  
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Viewing the Tutoring Schedule (Continued) 

 

 

 

 

 

All available hours for drop-in tutoring and appointments will 

appear on the screen. Drop-in tutoring hours are shown in 

blue, while appointment hours are shown in green. 

If no results appear on the search screen, it indicates that a 

tutor is not available for that particular subject on a regular 

basis. Instead of using TutorTrac, please stop by the CWAA to 

be put in contact with a tutor.  
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Making an Appointment

 

  

 

After viewing the schedule for tutoring, click your desired 

appointment slot. All available appointment slots are shown in 

green, while drop-in tutoring hours are denoted in blue.  

The Center, Subject, Time, and Location should 

already be filled in based on your search criteria.  

Select a Reason for the appointment and enter in any 

additional notes that might be helpful for the tutor to 

know in advance.  

Then, click Save. You will receive an e-mail 

confirmation of your appointment.  
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Viewing Visit History

 

 

 

 

 

On your main screen, click the Visit 

History button in the top-left corner. 

 

This screen lists all your visits in 

chronological order. 
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Logging into the Kiosk for Subject Tutoring 

 

 

 

Log the your name into the Log Student box.  

Select Subject Tutoring as the center to 

be logged into. Click Log In. 

Select the course in which you need help. 

Then select your reason for seeing the tutor.  

Select who you were referred by 

and then click Continue.  
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Logging into the Kiosk for Writing Tutor Appointment 

 

 

Type in your MyHill username into 

the Log Student box and click Enter. 

Select Writing Center and then click Log In. 

Select the course that your 

assignment is for, as well as the main 

Reason for your visit. 

If a faculty member, Academic 

Services, or athletics did not request 

that you visit the Center, choose the 

Self option. Then click Continue. 


