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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.




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

T L T — | = | (5] |
m.‘ ) https:/tutartrac stonehilledu/ TracWebd0/Default it P-@aBEcx H OlBaanncuba P - Outl..| S Stonehill College @ TutorTrac Brittany Bon... X L_I A

STONEHILL i

E

Stonehill College

Weicome 1o stoneria Gotege Welcdige to the Center for Writing and Academic Achievernent's TutorTrac
site for sdqeduling @ tutor. Login using your My Hill usemame and password
to schedu)g an appointment with a tutor. If you have any questions, pleas;
come to the\genter in MacPhaidin 314. Thank you.

To login, go to
https://tutortrac.stonehill.edu/ on Firefox
or Chrome. Do not use Internet Explorer. o s e
Log in using your myHill username and
password.

*If you change your password in myHill, it
may take 24 hours to update in TutorTrac.

e i i — =
m."@ htps://tutartrac. £ - &2 ¢ X|[[0]Bonanno, Britany P - Outl..| § Stonehill College & Brittany Bonanno Main... % {1 5.7 o3
[ Swite

STONEHILL

COLLEGE

Vigkomal 1

Welcome to the Center for Writing and Academic
Welcome to TutorTrac. Achievement's TutorTrac System. Please login with your
My Hil username and password to access the system.

To schedule an appointment click
on icon to the left labeled
"Search Availability"

When you first log in, your page may appear
as the student page. Click Switch to

Consultant Profile to be taken to the 2.
consultant view. In the future, you should e —
automatically be taken to the consultant view.

RS T




Logging In (Continued)

GEEERA [ = crittany Bonanno Msin Menu % [ L0 Bonano, Bittany P - Outiook Web A... [ + |
€& | ctonehilledu | https://tutorteac.stonehill.edu/tracwebd0/main dsp | 49~ nepatism Pl &l B~
— S~ S S—
asuen STONEHILL
Tog ficting Q Log Student: Q
Schedule COLLEGE
Reports

Enter KIOSK...

My Prefs

Confirm Bio... Welcome! ‘Cent&rSEms” Utiization | Schedule |

Switch to Student Profile...

Exit The CWAA is closed for the summer. We look forward to workinn with vair in tha falll

@ Appoiniments
1 Click e view the

schedule

Welcome to the Center for Writing and Academic Achievement's TutorTrac System.

This is what the home page for
Create a Quick Visit

consultants looks like. If you need to
Create a Batch Visit

switch back to the student view, just click
ﬁ,} Log a Student Visit on the Tracman icon and click Switch to
D

Student Profile.

D Timeln  Reason

www.go-redrock.com
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hitps://tutortrac stonehill edu/tracwebd0/ajxDatadspltype=switchProfileBidir=cs



Setting Preferences

GRS -~ 5/itany Bonanno Main Menu x | 0 Bonanno, Brittany P - Outiook Web A, * | + |
& . stonehilledu  https://tutortrac.stonehilledu/tracwebd0 /msin dsp & |[#9- nepotism Pl B

Log Student: Q

Main Menu

Log listing
Schedule
Reports
Enter KIOSK...
My Prefs
Confirm Bio...

Welcome! [center Status| Utiizaton | schedule

Switch to Student Profile...

STONEHILL

COLLEGE

Stonehil Colege - TutorTrac Frofie

Exit

E Appointments

Cick to view the

The CWAA is closed for the summer. We look forward to workina with van in tha falll

Welcome to the Center for Writing and Academic Achievement's TutorTrac System

Create a Quick visit

Create a Batch visit

' e
§ Log a Student Visit
"3 5 °

0 viits found

D Tmein  Reason

icon and select My Prefs.

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

javascriptinay_EditPrefs0;

[ Fircfox ~ ] | 0 Bonanno, Brittany P - OutlookWeb A... | - Brittany Bonanno Msin Menu > | £ Students/Visits by 22 <[ +] S— (D e
€ stonehill.edu | hitps://tutortrac.stonehill.edu/tracwebd0/main.4sp [ ‘ ‘.“v Google ,0‘ ® B-

Main Menu Opfions:
(seq #:8]

undefined
D Quick Reports
Calendar
ini Log List
uick Visit
[O7ip of the Week
O Color Picker
Center Status
News Feed
Feed URL: http://news.search.yahoo.com/news/rss?|
Every Page:
[0 AdvisorTrac Ticker Sound On
Log Student [at 1op of every pay
Log Resource (ot top of evenufBge|
Scheduling
Schedule Start fime: 10:00a € s time: 10-00p
Log lLisfing;
[Clremember Last Search Criteria
Save Prefs

ucation&ei=UTF-88fi=(

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.




Selecting Specialties

W Brittany Bonanno Main Menu x |2[Bor\anno, Brittany P - Outlook Web A.. |:‘ =L
(-m tonehill.edu | https://tutortrac stonehill.edu/tracwebd0/main.dsp \:H'il' nepotism PliA| B~
—— /S —
Trac Naviaation:
T:gm‘;?: a Log Siudem:l—)\ S TON E H I L L
Schedule E1Q LU E GIE
Reports
Enter KIOSK...
My Prefs
Confirm Bio... &  Welcome! |Center Status| Utlizaion | Scheduie
Switch to Student Profile...
Exit The CWAA is dosed for the summer. We look forward to workinn with wau in the falll
Welcome to the Center for Writing and Academic Achievement's TutorTrac System.

@ Appointments

—d S In TutorTrac, the word sections is used instead
e of courses. Before you start working, you must

set your section specialties, which are the list of

Create a Quick visit
e S —— classes that you are approved to tutor.
f;_} Log a Student Visit . . A

@ To start, click the Tracman and Confirm Bio.

0 visits found

javascript:confirmBio();

www.go-redrock.com

15972011 4 sigms Reservee

[ Firefox =] Brittany Bonanno Main Menu x |2[Bor\anno, Brittany P - Outlook Web A... * | + ‘ - - —
& tonehill.edu | https://tutortrac stonehill.edu/tracwebd0/main.dsp \:H"l' nepotism )Di # B-

javascriptifindsel(;

Generalinfe  Centact Infe | Section Specialiies | Reason Speciafiies

Sequence: 5
First Name: Brittany
Last Name: Bonanno

mth find sel

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!




Logging In/Out for Work Outside the CWAA

[Firefox > | 0] Benanne, Brittany P - Outlook Web A... | Brittany Bonanno Main Menu

x| L Students/visits by 77 « | Bl stonehil College [ T e )

& tonehill.edu | hitps://tutortrac.st

hill.edu/tracwebd0/mindsp a|

- oo

Al & B-

Trac Navigation:

. Q

t' Appointments
1 Cick fo view the

schedule.

You may aise search for
availabilities

Create  Quick visit
Create a Batch Visit

[ ox
Log a Student Visit
3 : g

—

D Tmein  Reason

Wielcome! [Center Status| Utiization | Scheck

STONEHILL

COLLEGE

Log Student:[sseesess|

Stonenil Golege - TutorTrac Profie

The CWAA is closed for the summer. We lod forward to workinn with vair in tha falll

Welcome to the Center for Writing and Aca¥lemic Achievement's TutorTrac System.

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.

www.go-redrock.com

©1595-2011 Al Bigris Reserved

W‘gaomnq Brittany P - Outlook Web A.. ~ | - Brittany Bonanno Main Menu x | 7 Students/Visits by 77 | B stonehill college e P
€ stonehilledu | hitps://tutertrac.stonehill.edu/tracwebd0/main dsp c‘H-‘]- Google Pl A B~

C| []
Britfany,

Choose the appropriate Center and click Log In.




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 ==
B

approved to tutor should appear under the subject menu.
Click the appropriate generic subject and select Work as your reason.
Select | am a Tutor/TA under the Who were you referred by? menu. Then, click Continue.

You are now logged in for work.

T T T Y Y T R ———

Please|choose a reason and subject for the visit: -
Subject: Reason: "
20414 SOC 413 A 201420 Seminar: Soc| of Education  “| |Interpreting a grofessor's comments on a paper
20611 ENG 345 A 201420 Top: Advanced Fiction Qrganizing, listing, diagramming, or outlining
20668 APL 075 A 201420 Life After Storjehil | |Paragraph orggnization, topic sentences and transitions
20745 S0C 470 B 201420 Capstone Intgrn in Sociology Proofreading ajd formatting techniques
ARTICLE Research or dgcumenting sources
COVER LETIER £| |Thesis statemgnt and supporting claims witl evidence
INTERNSHIF] Understandi assignment or text
PERSONAL\$FATEMENT

Writing style, voice, and persona 3

v

Who were you referred byz 1am a Tutor/TA =

\l/

Continue

[ Firefox =] ‘ | 0| Bonanno, Brittany P - Qutlook Web A... * | . Brittany Bonanno Main Menu x | ] Students/Visits by 72

A
A & B-

£ tonehilledu  https://tutertrac stonehill.edu/tracwebd0/main.dsp

... VisitsEnty x|

At the end of your shift, don’t forget

to log out! nter the note regarding the visit with Brittany Bonanno
Type your myhill username into the _ !

Log Student box at the top of the e

screen again and choose the same Tutor did you see: Britagy Bonanno

Center.

Continue

Select your own name from the What

Tutor did you see drop-down menu
and click Continue.




Logging into the Center Kiosk as a Subject Tutor
VLGS - cenvrwosk Main M T+ - =

€ stonehilledu  https://tutortrac stonehill.edu/ TracWebd0/main dspite=18&tc=8 |99 o

STONEFHILL

COLLEGE

Put your myHill username in the Log
Student bar and click Enter.

O T
€ stonehilledu  https//tutortrac stonehill.edu/TracWebd0/main 4splte=18t IR B gle 2l A B~
Choo ‘3
Victoria,
Please choose a center to log in or out of:
Subject Tutoring i

.| Teaching Assistant

Seniec Writing Center

| Log In |

Select Subject Tutoring as your center
and click Log In.




Logging into the Center Kiosk as a Subject Tutor (Continued)

v i
€ stonehilledu  hitps//tutortrac stonehill.edu $spPe=1&t e |29~ Google 2l A B~

Select the generic subject you tutor. Then
select Work as your reason. )

Victoria,
lease choose a reason and subject for the visit:

Regson;
Course content
Homework

Subject:
HEMISTRY

COMMUNICATION
COMPUTER SCIENCE

Meeti
CRIMINOLOGY meee ngtor Exam
ECONOMICS & | Training
ENGLISH -
FOREICN LANGUAGE I ——
GRAPHICS
HISTORY

LEARNING COMMUNITY

......

Who were you referred by? 1ama Tutor/TA -

' Continue |

Select | am a Tutor/TA from the Referred
by dropbox. Click Continue. You are now
logged in.




Logging Out of the Center Kiosk as a Subject Tutor

(G Center Kok Main Menu +
€ < stonehilledu  https://tutortrac stonehill.edu {eb40/main 4spRtc=18t e |29~ Google 2l A BD-

LogStudent] STONEHILL

COLLEGE

Wweome! | Pace, Victoria
Click on your name under the TutorTrac
Main Menu Welcome tab.
i1 di k.c
B = Cente sk M e [+ = |
& stonehilledu  https://tutortrac stonehill.edu/Trac\Webd0/main dspte=18t | |29 Google P A B-

L VisitsEaty [

Please enter the note regarding the visit with Victoria Pace

What Tutor did you sees,Victoria Pace -

\ Continue }

Write comments regarding your sessions
and select your name under the What
Tutor did you see dropbox. Click
Continue.




10

Logging into the Center Kiosk as a Writing Tutor
[ Frciox | py———— T P

€= | < stonehilledu | https://tutortrac.stonehill.edu/TracWebd0/main.4sp?tc=18&tc=87 Pel | |...']v Google ,o‘ “ B

Log Student:[mpillar & STONEHILL

COLLEGE

| welcome! | McHugh, Mackenzi || Morrison, Ryap |

Enter your myHill username and click Enter.

www.go-redrock.com

®1555-2011 An Bigrs Rasen
ng Center Kiosk Main Menu + 5 5D |
& | = stonehilledu | https://tutortrac stonehill edu/TracWebd0/main dsplte=1 &ite=87 c| |r'|' Google P‘ # B-

Y Yo ——
Morgan.
Please choose a center o log in or out of:

Subject Tutoring
Teaching Assistant

?Wriijn Center

Center:

Log

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)

% stonehill.edu | https://tutortrac stonehill.edus/TracWebd0/main.ds 18tc=87 o F]v Google p‘ # B-

For the subject, select WRITING and
for the reason, select Work.

Morgan,

Please #hoose a reason and subject for thHe wisit:

Subject: Reason: -

20438 PHL 235 B 201420 medical Ethics “| |Interpreting a professor's comments on a paper 3
20469 PSY 205 A 20142@Theories of Personality | | |Organizing, ligting, diagramming, or outlining

20472 PSY 209 A 201420 Social Psychology Paragraph grganization, topic sentences and transitions

20482 PSY 315 A 201420 Psychology of Women Proofreadipig and formatting techniques A
Research/or documenting sources
lement and supporting claims with evidence

Understanding an assignment or text

n

i

Writing style, voice, and persona

Who were you referred by2 1ama Tutor/TA -

_

Select the “l am a Tutor/TA” option
for the Who Were You Referred By
dropdown.

javascript:do_sub('continue’);



Logging Out of the Center Kiosk as a Writing Tutor

W!  Center Kiosk Main Menu + e B S
€ | < stonehilledu | https://tutortrac stonehill.edu/ TracWebd0/main.dspitc=18c=88 | [28- Google AlallB-

log student: [ & STONEHILL

COLLEGE

["Welcomet | Pillar, Morgan

To log out, click on your name under
the TutorTrac Main Menu.

www.go-redrock.com

©1555-2011 ANEigns Reserved

B et Kiosk Main Menu + | |

& stonehilledu | https://tutortrac.stonehill.edu/ TracWebd0/main dspitc=18itc=63 (<] \ ]-,-Tlv Google P‘ @ B-

Please enter the note regarding the visit with Morgan Pillar

Visit Notes:

What Tutor did you see: Morgan Pillar -

Continue

Select your name from the What Tutor did
you see dropdown and click Continue.




Logging Students Out of the Center Kiosk

Himm-lq Center Kiosk Main Menu + =T x|

€ ) = stonchilledu | hitps://tutortrac.stonehill.edu/TracWebd0/main dspPtc=1 &xc=02 e |[28- coogle Pl & B-

Click on the student’s name to bring up

/ the Visits Entry box.

. . . Please enter the note regarding the visit with Chelsea Cote
It is required that you fill out

She came in with a paper about
tutoring ELL students in grades

the Visit Notes section, where |~ 500 0L
) . . VisitNoTes! ner paragraphs arcund a main
you glVe a brlef overview Of idea and refining her thesis

statement.

your session.

What Tutor did you ?9‘75"“3”\’5“"3"”“ =

Continue

Select your name from the
What Tutor did you see
dropdown and click Continue.

13



Creating a Schedule

TR [ - 6 ittany Bonanno Main Menu | 0| Bonanno, Brittany P - Outiook Web A.. > | + | =0

€ | < stonehilledu | hitps://tutortrac stonehill.edu/tracweb40/main 4sp

|| *]~ nepotism Pl A K-

[ loasStudent: ]
Log listing

T . ogstudent:| & S TO N E HILL

Main Menu tion:
Q

Reports
Enter KIOSK...
My Prefs

€O LLEGE

Confirm Bio... o -
Switch to Student Profile... Welcome! [center status| Utiization | schedule

Exit

The CWAA is dlosed for the summer. We look forward to workina with van in tha fall

Welcome to the Center for Writing and Academic Achievement's TutorTrac System

Click the Tracman icon and select Schedule.

Create O Quick Visit

Create a Batch Visit

q} Log a Student Visit
& —

[ Tmeln  Reason

www.go-redrock.com

©1595-2011 A Bgnis Reservea

https://t tonehill.edu/tracwebd0/scheduledsp Date=7/17/2013
TN | - e |* - = — e O -
[y . r——" = [T pp— Fla lD-
Trac Navigation: _-'I'-'-
c‘ i Drag your mouse,
which should take
Appointment .
PP the form of a vertical
Availability
arrow, over the
i R : u 1 day/time period that
e e Drop-in | you will be working.
S " Availability

14

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.

et Tiprnsy

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.




Creating a Schedule (Continued)

[ Firefox ~] ppSr—
€ ) % stonehilledu | hitps:/tutortracst

hill.edu, tracwebd

Once you drag your mouse over the desired
time/day, this box should pop up.

A green colored block indicates appointment

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*

hours.

A teal colored block indicates drop-in hours.

= D
Al A B~

15

Settings for Writing

Tutors Drop-in Hours:

—EI

single Person Availability Fis Availability?

Center: Writing Center - Subject:
Location:Center - Wriing
Max:1 students.
Date From{07/18/2013 B8 10:[07/18/2013 33
From:12:30p € To: 1:30p @
Days: THU
Divide into Slofs (HHAMM): 0030 @)
HMM): 00:00 € ¥ split into separate availability blocks on Save
None E ;
v option to book weekly, [ Back | [ save |

defoult: NotChecked +

There are no overides for this availability

[ Firetox ) pEy—,

[+]

Center: Writing Center,

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*

Location: Center-Writing,

= X

& stonehill.edu | http

‘tutortrac.stonehill.edu/tracwebd0/schedule dsp?calStartDate=7/17/2013

e 4 n

epotism

Pl A B-

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!

P
X]
pvailability

x:0 students

0710812013 & To:[12/26/2013 &7
:11-15a @ To: 1:00p @

s:MON

Di ts (HH-MM): 00:00

HHMM): 00-00 ISt

None - I
Back |

=

to book weekly,
default: Checked A

There are no ovemides for this availability

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!




Deleting Availability from the Schedule

Hilﬁm\gsm“m, Brittany P - Outlook Web A.. > | - Schedule x [ £ Students/visits by 72 <]+ ——

€& | o stonehilledu | hitps://tutortrac stonehill.edu/tracwebd0 /schedule. dspcalStartDate=7/18/2013 | [0~ Google Al & B-

P— A Py T —
Trac Navigation:

q logstudent:] & STON E H I L L

COLLEGE

4 i, 2 b Tue 7/16+ Wed 7/17+ Thu 7/15+
10:00 AM
Loz 3y 2 2 s ? e AMEV 11:15a @ Drop In Center - (%]
8 9 10 1 12 13 14 Writing
15 16 17 13 20 pis 12:00 PM
2 B3 M B’ %X 7 B P =7 12:30p Drop In Canter - [x]
2% B 3 o0 BN 4 Writing
Brittany Bonanno
Veranica Baron & FFTYT SEEG &) =
Sv3:30 i)
To delete availability from the schedule, e o)
~ Ewa:30p \%
go to the schedule and click the X in the e o
top-right corner of the availability. 7
8:00 PM
9:00 PM
| Facto - | p—— — + —— e 51
et | -
* sindllodu Honchdl ey A || - repetim Al & B-

tacavigoton  ——TTS STONEHILL

COLLEGE

B .
PR D AN |

¥ " B @ uoow
] #® # % n
B B - El El 1
» ®» n

T (e

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.




Viewing Visit History

w . Brittany Bonanno Main Menu + ‘ -~ -w“

17

‘- stonehill.edu | https://tutortrac.stonehill.edu/tracwebdd/main dsp o -"v nepotism ,0| # B

5 M: logStudent:[ & STONEHILL

COLLEGE

) :
=2 Quick Reports

Cick Reports fo generate [ Welcome! |Center Status Utigation | schedule |

a
jloe koo The following visits ocdurred between 1/1/2013 and Change Date: B
12/31/2013 for all conjultants.
#y Appointments Loday.
Yesterday L craap
Cick to view the Tomorrow =
schedule.
. _ Student Date In This Month
‘fou may aiso search for Bonanne, Bittany - This Year
availabilities TI7I20120%: " Last Week
Bonanno, Bitany o ok W N Last Month
& fapmangpes Last Year
Corstantme Emiy 4 Next Week
Create a Quick Visit e sreis 2| Mext Month
Create a Batch Visit Vivas Sivana  5/8/2013 wliextYear |
McShane, Micheka _ )
A 5/8/2013 P WRITING -

‘.‘; } Log a Student Visit
° To view your visit history, log into TutorTrac and click on the
Utilization button on the main screen.

0 visits found

1D Time In Reason

Select the appropriate dates from the Change Date menu.

The list of your work visits should appear on the page.

www.go-redrock.com

BIFFF-2011 A Eigis Reserved



Running Reports for CRLA Certification
xI_,_F—— (=Rl ™™

¢ || M~ Google p‘ ® B-
Trae Naviantion:

Main PMens oY logstudent:[ & S TON E H I L L

Log listing
| COLLEGE

Schedule

[ Firefox -] ‘ 0|Bonanna, Brittany P - Outlook Web A.. | Brittany Bananno Main Menu

€ | - stonehill.edu | https://tutortrac.stonehill.edu/tracwebd0/ main 4sp

Reports
Enter KIOSK...
| My Prefs

Confirm Bio... Welcome! |center status| Utiization | schedule |

Switch to Student Profile...
~Exit The CWAA is closed for the summer. We look forward to workina with vai in tha falll

Welcome to the Center for Writing and Academic Achievement's TutorTrac System.

Appointments

w the

schedule \
You ma: earch for . . . o
On your main screen, click the Tracman icon, then click Reports.

availabilities.

Create Q Quick visit
Create a Batch Visit

= .
S Log a Student Visit
“} ID: 2

D Tmein  Reason

javascriptreports();

[ Firefox ~] | 0/ Bonanno, Brttany P - Outlook Web A.. * | - Brittany Bonanno Main Menu

€ | - stonehilledu | https://tutortrac stonehill edu/tracwebd0/main dsp

- Google 2| # @

. _RepoitChooser ... [x]

Choose areport category and then a particular report.

Pick o center;

Student Search...
Consultant Search...
Acive +
Britany

n

Students By < |sssersnazan
Visits for Students + | Visit Search...
Registrations Search...
é‘ﬁ‘;‘;‘:&”ii”i‘é’fn‘é‘?z”fé*’y” - owszors 5 -
Students/Visits by 7?2 - — ~ [ClAuto Recomp
Croup - Cohor e — Select Students By ?? from the drop-down
Group 2: v Search:
| o pied - vl o oL menu. Then click Consultant Search and put in
our own name. Select the appropriate dates,
Gel te
i Student . . . . .
which will most likely be the beginning and end

FIE Opfions:

of the semester.

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

L] | onsmng, Bresey P - Gusiocic et A - | Butiany Somanng ldan Menu 8] || Stbenturvmn oy 1t w %] — e e

sRorahallndu wlonaball pddu = | |- 2 # BD-
TuboeTrac Profile Students/Visits by 7T *
TulaiTrac

Students by Cohort
145 Students found

lbricy. e 811 AR R 1 B BT Koy gras g by 1 corandiped ek ey = R

Cohord

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.*

5|
& stonehill.edu | https://tutortrac.stonehill.edu/ TracWeb40/main 4sp < | \-‘I- Googie

STONEHILL

COLLEGE

5lla @

Welcome!
Welcome to Welcome to the Center for Writing and Academic
TutorTrac Achievement's TutorTrac System. Please login with
" your My Hill username and password to access the
system
To schedule an i
appointment click on icon
to the left labeled "Search
Availability™
After logging into Tutortrac, click the
Switch to Consultant profile option. i R
www.go-redrock.com
https://tutortrac.stonchill.edu/TracWeb40/ajxData 4spype=switchProfiledir=sc
‘ Center Kiosk Main Menu x | Morgan Pillar Main Menu x|+ BEX|
& tonehill.edu | https://tutortrac stonehill.edu/TracWeb40/main 4sp c || 49 Googie }7\ #® EB-
™ — e — 7
Trac Navigation: S TO N E l I I L L
~—————— Students

Visits

Student: Q
COLLEGE

Appointments

Stonenil Golege - TutorTrac Profie

A=

Quick Reports
Cick Reports to generote
a

Loading RSS feed

“|center Status|Utization

Schedule

The folowing are your fax

ti' Appointments
1 Ciick fo view the
schedule,

Yeu may aiso search for

availabilities.

Create 0 Quick Visit

Create 0 Batch Visit

[ o
Log a Student Visit
3 - g

—

D Tmein  Rea
014 Work

s B

Pillar, Morgan E

E Fe——

javascriptinavSearch('students);

Welgome to the CWAA's TutorTrac! Please record all
your tutor/TA/APM/PLTL work here.

If you have Questions or run into trouble-shocting issues, please send an email
with a screknshot to Dana Wilson at dwilson3@stonehilledir. Thank voul

Welcome to the Center for Writing and Academic Achievement's TutorTrac System.

\

Fa74q Color Picker
Y

choose a colorto

foreground

bj News

Education - Yahoo News =

Hover the mouse over the magnifying
glass in the Trac Navigation search bar
and click Students.

karch Results RSS

* LEGO®

Education

Collaborates

with Award-

Winning Author

Mo Willems to

Bring the Pigeon ~
»

[ i ]

www.go-redrock.com

©1595-2011 Al Rigris Reservea



Viewing Student’s Visit History (Continued)

[ cCenter Kiosk Main Menu [ students Listing
€ | - stonehill.edu | https://tutortrac stonehill.edu/ TracWebd0)/listing 4.
Jroc Ravigater EE— STONEHILL
e Q, Log Student: Q

EOQLLEGE

Stonehil Colege - TutarTrac
List Option Reports® droge 1 otash
List All

Name Last Date In status Logged in
Search.... e
by g
Lists...> 4
5 292013
Send HTML Note
121612013
Post a Document
120372013
Batch Visit Entry... =
Flagged Students.
Related Data.... P I k . . d h | h
Click List Options and then select the
Search option.
AdamEiewics, Morta A
Adams. Marsa L
Addison. Raymond J oorsoioe
Adduct Mishae! ooraro0
% 000156577  Adier Suzonne A 00/E0I00
£ 000122144 Adri=n Soptia R o0o/o0/00
TP 000158410  Afetira. Juic K 120202012
£® 000049548  Agrew. Jefrey D o0o/o0/00
§* ooo373312 Agostini, Samwuel L 173072014
00554694  Aguiar, Bianna F 22013
00553800  Aguiar, Jesersh L ooreooe
000052115 Ahern Andrew T 124272013
> 000055400 Ahem. Coin M oorooice
1 000042442 Aner, Kosey R cerecroe
I Smineinen, [Ane A ans
1° 000285752 Axan Ancraa L oorooroe
P oosseise. e Eavis
1° 000178858 Awmime, Thomas oorooroe
P Smiarontn [Am, e ooo0r00
§° 000331831  Awant. Amary € 121472012
= Alorecht, Jiian E
§ o p—
T sl A i ek U
§ Atrecison, Austin B
S ST
§ ssces. Jonn
T siiGlaaiia. HearaaiE
javascript:searchForm(); % 000136550 Asen Stechonia M coroaroe
| center Kiosk Main Menu | ¢ Students Listing x| +
€ stonehill.edu | https://tutortrac.stonehill.edu/TracWebd0/listing.4sp Fsubmi Search&itbl & utilFunc=8om cH - Googie F| # | B-

Enter the student search criteria

Search option: New Search

Generallnfo | Vist Infe  Appointments  Documents

Searchin List:|_ Referrad By
Barcode Status

D Major:

Last Name: faraclas Grad/Und

First Name: College
City, $TZIP . Class

Ethnicity: v) Cohort:

Gender. - Limit Results:

Type in the Last Name of the student Se
tutee, and then click Search.

m

Frofie

m
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Viewing Student’s Visit History (Continued)

‘ Center Kiosk Main Menu X | Students Listing x|+

£ stonehill.edu | htps://tutortrac.stonehilledu/Tra

flisting 4sp?thl=studentsBform=

Trac Navigation:

J G ) logStudent:[ & STONEHILL

EOLLEGE

List Optionsr  Reportsv 1 of 3392 studanis found

o D Name Last Date In status logged In

000595379  Faracios Alison N 1211572013

Click the student’s ID number.

19772011 Al BiQ:

javascript:openStudent(3276', 640, 580);

‘ Center Kiosk Main Menu x Students Listing x| +

2

8- Googie Al al B~

& stonehill.edu | https://tutortrac.stonehill.edu/Tr

540/ listing 4: udents&forms &t

Generalinfo  Documents  Visit Summary  Histery Class Schadule

Back

Click on the History tab.

22
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Viewing Student’s Visit History (Continued)

‘ ~ Center Kiosk Main Menu

]

Students Listing

& stonehill.edu | https:

‘tutortrac.stonehill.edu/TracWeb40/listing 4spth

Caneralinio  Documents Vst Summary

1D: 000595379
Name: Faraclas, Allison N
Status:

Vists | Appoiniments  Mesagas

Date

12/15/2013
7:48 PM - 8:25 FM

12/15/2013

148 FI - 375 P

W want th
added i

12/13/320;

4DSFM- 5,

12/10/2013
£:07 PM - 7:02 FM

History Class Schedule

Total Time (Min)

37

You should now be able to scroll through
and view all of student’s previous
appointments and visit notes.

drage_1 ofzPh &

Center/Consultant

w
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Logging In

T — | | 5] |
m.‘\@ https:// stonehill.edu/ TraciVeb40/Defa ult.html P-aBex ||ﬂ Bonanno, Brittany P - Outl..., § Stonehill College & TutorTrac Brittany Bon... % {0 3¢ fed

STONEHILL '

e Ca g -Tomsilios Frofie

Welcomk fo the Center for Writing and Academic Achievement's Tutorlrac  UserNams

site for schgluling @ tutor. Login using your My Hill usemame and passworef] Fesweg
to schedule Wa appointment with a tutor. If you have any questions, plegfe
come to the cdter in MacPhaidin 314, Thank you.

=)

To login go to
https://tutortrac.stonehill.edu/ on
Firefox or Chrome. Do not use Internet
Explorer. Log in using your myHill
username and password.

L~-aBCX H | 0] Bonanno, Brittany P - Outl.. § Stonehill College (& Brittany Bonanno Main... % u {n} %7 (e
STONEHILL

DL LE G E

Welcomel ]

Welcome to the Center for Writing and Academic
Welcome to TutorTrac. Achievement's TutorTrac System. Please login with your
My Hil username and password to access the system.

To schedule an appointment click
on icon to the left labeled
"Search Availability"

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.

www.go-redrock.com
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Logging In (Continued)

[ Firefox ~ | Brittany Bonanno Main Menu x Igaomnm, Brittany P - Outlook Web A... | + |- — el
€ | ctonehilledu | https://tutorteac.stonehill.edu/tracwebd0 /main dsp & | |3 - nepotism Allal B~

T ———— T T

iy = STONEHILL

Log listing Q Log Student: Q

Schedule COLLEGE

Reports

Enter KIOSK...

My Prefs

ConfirmiBloss e Welcome! center Status|_Utiization || Schedule |

Switch to Student Profile...

Exit The CWAA is closed for the summer. We look forward to workinn with v in tha fall

Welcome to the Center for Writing and Academic Achievement's TutorTrac System.

& Appointments
L ciccto viewtne This is what the home page for

schedule

consultants looks like. If you need to

switch back to the student view, just click

W the Tracman icon and select Switch to
Create a Quick Visit

Create a Batch Visit Student Profile.

ﬁ } Log a Student Visit
[} Dl—

0 visits found

D Timein  Reason

www.go-redrock.com

@IFFF-2011 AN Rigns Reserved

https://tutortrac.stonehill.edu/tracweb40/ajxData.dspiype=switchProfiledir=cs



Setting Preferences

[ Firefox = Brittany Bonanne Main Menu

[ 0] Bonanno, Brittany P - Outlook Web A, * | + | " s

& stonehill.edu | https://tutortrac.stonehill.edu/tracwebd0/main dsp

[#9- nepotism

Main Menu
Leg listing
Schedule
Reports
Enter KIOSK...

My Frefs

Confirm Bio...

Switch to Student Profile...
Exit

@ Appointments
1) cictrovewne

Create d Quick Visit
Create a Batch visit

“ & Log a Student Visit
5 Dg

—

0 vists found

n Tima in

javescriptinay_EditPrefs();

Reazon

Log Student: Q

c

Schedue

STONEHILL

O LLEGE

The CWAA is dosed for the summer. We look forward to workina with uai in the falll

Welcome to the Center for Writing and Academic Achievement's TutorTrac System.

taken directly to the My Prefs

icon and select My Prefs.

The first time you log in, you should be

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 wron2

page and

[www.go-redrock.com

1572011 40 o smservas

| = T —
| 0 Bonanno, Brittany P - OutlookWeb A... | - Brittany Bonanno Msin Menu > | £ Students/Visits by 22 <[ +] R— o
€ stonehill.edu | hitps://tutortrac.stonehill.edu/tracwebd0/main.4sp [ ‘ ‘.“v Google ,0‘ ® B-

Main Menu Opions:
(seq #:8]
undefined
D Quick Reports
alendar
Mini Log List
Quick Visit

Tip of the Week
O Color Picker
Center Status

News Feed
Feed URL: http://news.search.yahoo.com/news/rss?|

ucation&ei=UTF-88fi=(
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Every Page:
[0 AdvisorTrac Ticker Sound On
Log Student [at fop of every pay
Log Resource (ot top of evenufBae)
Scheduling

Schedule Start fime: 10:00a €) o fime: 10-00p €

Log Listing:

[ElRemember Last Search Criteria

Save 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.




Selecting Specialties

GEEEERE - 5ritany Bonanno Main Menu x | 0| Bonanno, Brttany P - Outiook Web A... = | + | -
€ | stonehilledu | https://tutortrac stonehill.edu/tracweb40/maindsp | 2~ nepotism P& B~

Traec Naviaation:

Q

Main Menu
Log listing
Schedule
Reports
Enter KIOSK...
| My Prefs
Confirm Bio... =
Switch to Student Profile....
Exit

&i} Appointments
- ew the

You moy asc search for

availabilities

Create a Quick Visit
Create o Batch Visit

P e
4 Log a Student Visit
3 oo

—

D Tmein  Remson

log Student:[ & S TON E H I L L

COLLEGE

Welcome! Center Status| Utiization | Schedule

The CWAA is closed for the summer. We look forward to workinn with vou in the falll
Welcome to the Center for Writing and Academic Achievement's TutorTrac System.

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.

www.go-redrock.com

©17P5-2011 Al Figms Reservea
javascripticanfimBio();
GEEEER| - ¢ riteany Bonanno Main Men x | 0| Bonanno, Brittany P - Outlook Web A... = [ + | 5 i
@[3 nepotiom DIEGE

€ | - stonchilledu | hitps://tutortrac.stonehill.edu/tracwebd0/ main dsp

Jjavascriptfindsel();

[ _ConfimBIO. x|

Sequence: 5
First Name: Brittany
Last Name: Benanno

Generalinlo  Confact Info | Section Specialfies  Reason Specialties

Sections foun:

" drage 1 or2 P[]

find sel

27

Term 1D

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.

[zea77 tath 125
[Jzo378 MTH 12

You can search for your specific subject by typing the
@ symbol and abbreviation for the subject into the
(e ) search bar at the top of the screen.

Don’t forget to click Save!




Creating a Quick Visit
m Brittany Bonanno Main Menu x | Brittany Bonanno Main Menu x |T’

28

=T

6 stonehill.edu | https://tutortrac.stonehill.edu/tracwebd0/maindsp c | i“lv nepotism

f;'i‘ﬁ‘\

On your main screen,
click on Create a Quick
Visit. The Visits Entry

r \igie Embny [
page pops up. B

Visit Info | Student Infe  Prev Visits

\L New visit record saved.
Student ID: 000044514 Student Mame: Bonanno. Brittany P
Date: [07/17/2013 [ Time In: 253p €
Lecation: Center - Writing Time Out: 3:53p @
Center: Writing Center  ~ Subject: 20309 ENV 200 B 20142
Reason: Work Consultant: Bonanno, Brittany

7 Students came to my review session
about the environment.

Notes
John Doe
Jane Doe

4 [ »

Whe were you referred by2 | am a Tutor/ TA -

l Save |{ Save and New | User may not delete visits

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

w _ Brittany Bonanne Main Menu T ‘ R
‘- stonehill.edu | https://tutortrac.stonehill.edu/tracwebdd/main dsp o -"v nepotism ,0| # B

Trac Navigation:
. Q

) :
=2 Quick Reports

Ciick

Reports to generaie
i =

The folowing

#y Appointments

Cilick 1o view the
schedule

You may also search for
availabilities

Create a Quick Visit
Create a Batch Visit

- =iz
Log a Student Visit
1 l,} - g :

0 visits found

Log Student: Q

STONEHILL

COLLEGE

| welcome! | Center Status tlization | schedule |
The following visits ofcurred between 1/1/2013 and Change Date: ]
12/31/2013 for all copsultants.
Today
Yesterday
Bl of 33
a Tomarrow -
Student Dateln Tifne In This Month
YCH":_ wrany | we | This Year
ibdedkd | " LastWeek
Bonanno, Bitany o s N Last Month
& fapman Last Year
Constantine, Emiy __ | 4 Next Week
G i 2 Next Month
Vivas, Sivana 5/8/2013 plNedYear |
McShane, Michela
A 5/8/2013 [9:.02:40 WRITING -

1D Time In Reason

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.

www.go-redrock.com

BIFFF-2011 A Eigis Reserved
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Logging In

[ T
m;\ @ https://tutortrac.stonehill.edu/TracWeb40/ Default.him! £~ @ 8¢ x||0]gonanao, Biitany P - Outl..| § Stonehill Coliege 8 TutorTrac Bittany Bon... X {0 79 £

SEONEFHILL

COLLEGE

el Soliage - Tutorlios Frofie.

Stonehill College

e

Welggome to the Center for Writing and Academic Achievement's Tutorlrac o —

site foPscheduling a tutor. Login using your My Hill username and password =RET Tracking Software
o schedNe an appointment with a tutor. If you have any questions, plegée [ Login | w
come to thi center in MacPhcidin 314. Thank you.

o

romac Redrock
Software Corparation

To login go to
https://tutortrac.stonehill.edu/ on
Firefox or Chrome. Do not use Internet
Explorer. Log in using your myHill
username and password.

@9 s Resarvas

If you recently changed your password in
myHill, it may take 24 hours to update in
TutorTrac.

B e S e —

ml‘@ https://tutortrac.stonehill.edu/ TracWeb40/main.4sp P-@aBex H 10| Bonanno, Britany P - Outl... § Stonehill College (& Brittany Bonanno Main... % {0 g tod
A STONEHILL

sultant profle |

CO'LLEGE

‘Wekome! !

Welcome to the Center for Writing and Academic

Vot Aty | Welcome to TutorTrac. Achievement's TutorTrac System. Please login with your
My Hill username and password to access the system.

To schedule an appointment click

on icon to the left labeled

"Search Availability"

This is your main screen. From here, you
can view the schedule for drop-in
tutoring, make appointments, and view

www.go-redrock.com

your visit history.




Viewing the Tutoring Schedule

& https://tutortrac.stonehill.edu/tracwebd0/main 4sp

ia

‘Search Availability...

Welcome! |

Welcome to
TutorTrac.

To schedule an appointment
click on icon to the left

Welcome to the Center for Writing and Academic
Achievement's TutorTrac System. Please login

with your My Hill username and password to
access the system.

After logging in, click Search Availability.

[(https://tutortrac.stonehill.edu/tracwebd0/searchavail dsp |

www.go-redrock.com

@1555-2011 Ausigns Beserues

[ Fircrox ~ | p——

Stonehil Coleos

<& stonehill.edu | https://tutortrac.stonehill.edu/tracweba0/searchavail dsp c | [29- Google £l & B~
COLLEGE
p— i parson olass o greup | MOve the mouse over an availability 1o view the location and other instructions.

Writing Center

Saction:

20611 ENG 345 A2014. | v

Days:
MON _TUE ‘Wil THI

Search

2. select
3. When

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. A
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Viewing the Tutoring Schedule (Continued)

& stonehill.edu | https://tutortrac.stonehill.edu/tracwebd0/searchavail 4sp || M- Google £l & B~

STONEHILL

EOLLEGE

Stonehil Colege

G Key:| dropin | FileAll | multi-peron classergroup | move the mouse over an availability to view the location and other instructions.
Writing Center

Sun Mon Thu Sun
Section:
20611 ENG M5 A 2014 [ 8/25/2013 8/26/2013 8/2%/2013 9/1/2013
Days: Biiftany Bonanno Britiany Bonanno Biiftany Bonanno Brifiany Bonanno
Pt TUE, WED, THU FRL SUN bb sionehilledy  bb students.stonehill.edu bbonanno@students.stonehill.edu bbonanno@stude

N 7:00 PM - 10:00 FI 12:30 PM - 5:15 PM 4:00 PM - 7:00 PM 7:00 PM - 10:00 PM
7.00 PM - 10:00 PM
Search

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.

m

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.




33

Making an Appointment

IR scarch Availabilities [ ReL-200-5 - 10008 - COR: Rel & How .. - | + o - S

€ stonehill.edu | https://' stonehill.edu/tracwebi0 /= lLisp c | [ 28 Google P& B~

STONEHILL 1

COLLEGE

Stonahil Colege

p—— Key: [ drop in | MIBANN | muiiperson cies o grevp | move the mouse over an availability to view the location and other instructions.
Writing Center

Sun Mon Thu Sun
20611 ENG 345 A 2014 | + 8/25/2013 8/26/2013 8/29/2013 9/1/2013
D= Brittany Bonanno Brittany Bonanno Brittany Bonanno Brittany Bonanno
MON TUE uon THU FRI <27 SUN i e e

7:00 PV - 10:00 P

m

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.

Javascript:parent scheduleit(244,'8/26/2013","12:30:00", "17:15:00°,5); ersion 4 =2

[ Fircfox ~ | P — |} REL-100-B - 10008 - COR: Rel & How ... | & _ | 0

& stanehill.edu | htps://tutortrac.stonehill.edu/tracwebd0/searchavail 4sp cH.‘]V Google p| A B-

Student: Brittany Bonanno Statf: Brittany Bonanno
000044514

Appoiniment Info
Center. Writing Center ~ Lecafion: Center - Writing
Subject: 20671 ENG 345 A 2014 Fund:

Reason: Thesis statementands v |
Date: 8/26/2013

Time: 12:30p€9) To: 1:30p €)
I am working on a paper about Chaucer an
I am not sure if my thesis statement is

Motes: consistent throughout the entire essay.

n

If we get a chance, I also want to check

@R he sffectivessss of ny ragaitions. The Center, Subject, Time, and Location should
5 S Sy ! . o
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.

javscriptde_sub('confirmSave'); m
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Viewing Visit History
T —— =) s

mq@ hitps://tutortrac. stonehill.edu/ TracWeb40/main dsp P-aBcx|o Bonanno, Brittany P - Outl.| § Stonehill College (& Brittany Bonanno Main... % {1 5.0 i3
S | STONEHILL '

COLLEGE

Viekomal 1

Welcome to the Center for Writing and Academic
Welcome to TutorTrac. Achievement's TutorTrac System. Please login with your
My Hil username and password to access the system.
To schedule an appointment dick
on icon to the left labeled
"Search Availability"

wunw.go-redrock.com

On your main screen, click the Visit

History button in the top-left corner.
8006 /O Bonanno, Brittany P - Out. % /) Visits Listing x Wy e
€& = C & | G https://tutortrac.stonehill.edu/tracweb40/listing.4sp?tbl=visits&form=studvis ‘f_‘g =
H Facebook @ Pinterest . Thought Catalog Texts B Tumblr ' PerezHilton &3I Yahoo % Twitter III Netflix E Other Bookmarks

STONEHILL

C LLEEGE

Stonehil College

G| (=i Visits for Brittany Bonanno PoiER fotnd A Pogeivons
Date In Time In Time Gut Hrs Center ‘Consultant Reason Subject

FI16/2012 6:52 PM 10:01 PM 313 writing Center Bonanno, Brittany wWaork WRITING

$A7/2012 6:56 PM 9:54 PM 295 wrifing Center Bonanno, Brittany waork WRITING

1972012 10:54 AM 6:10 PM 726 wrifing Center Boranno, Brittany work WRITING

$/9/2012 6:48 PM 10:03 P™ 324 wrifing Centfer Boranno, Brittany Waork WRITING

F/10/2012 6:57 PM 9:54 P 294 writing Center Bonanno, Brittany wWaork WRITING

$N12/2012 2:57 PM 3:08 PM 019 Wrifing Center Bonanno, Brittany Waork WRITING

9/13/2012 9157 AM 11:02 AM 107 writing Center Bonanno, Brittan wark WRITING

9/23/2012 551 PM 10:07 PM . . L. Wark WRITING

12012 100 300 This screen lists all your visits in Work WRIING

92072012 6:00 PM 7:00 PM . Work

snamorz 230 330 chronological order. wRNG

#A1/2012 1:00 PM 2:00 PM wark

$M11/2012 9:00 AM 10:00 AM 1.00 wrifing Center Bonanno, Brittany work

$/24/2012 B:24 PM 10:24 PMt 2.00 wrifing Center Bonanno, Briftany wark WRITING

F[26/2012 10:25 AM 275 writing Center Boranno, Brittany wWaork WRITING

9[27/2012 9155 AM 1.07 writing Center Bonanno, Brittany wark WRITING

$/2772012 3:45 PM aan writing Center Bonanno, Brittany Conshructing an argument 20047 PHL 223 A 201320
9/30/2012  5:56 PM 403 wrifing Center Bonanno, Brittany Waork WRITING

10/1/2012 7:03 PM 287 writing Center Boranno, Brittany Waork WRITING

10/3/2012 5114 PM 313 writing Center Bonanno, Briftany Wark WRITING



Logging into the Kiosk for Subject Tutoring

| Center Kiosk Main Menu

+ | Lo S
€= | . stonehill.edu | https://tutortrac.stonehill.edu,/ Trac\Weba0/main dspPte=18te=03 (< | /?]- Google ﬂ‘ A B-
\ Log the your name into the Log Student box.
[~
[%]
Nathaly,
Please choose a center to log in or out of:
Subject Tutorinc
.| Teaching Assistan
et Writing Center
Log In
Select Subject Tutoring as the center to
be logged into. Click Log In.
WECRA] - Center Kiosk Msin Menu + o e
€ < stonehilledu httg sc stonehill.edu/TracWebd0/main dspite=18t I 2l A B~

Select the course in which you need help.
Then select your reason for seeing the tutor.

Nathaly,
Please choose a reason and subject for the visit:

Subject: _ Regson:

*| | Course content
20326 HCA 105 A 201420 Healthcare Foundations Homework
20329 HCA 170 A 201420 Disability?

20331 HCA 200 A 201420 Creative Process Tutoring-Recurring appt
20742 HIS 100 1201420 COR: America During Cold War

Who were you referred by? 5

| am a Tutor/TA

Academic Services
Athletics
Faculty Member

Continue |

Select who you were referred by
and then click Continue.
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Logging into the Kiosk for Writing Tutor Appointment

€ | = stonehilledu | https://tutortrac.stonehill.edu/TracWebd0/main dsptc=18itc=01 |29~ Googic
... _ChooseACenter ______________ [x|
Chelsea,
T . MvHill int Please choose a center to log in or out of:
ype In your VIyHIll username Iinto Subject Tutoring  *

the Log Student box and click Enter. eenierLLeaching Assistant

@\ Select Writing Center and then click Log In.

wu . Center Kiosk Main Menu + =ro
][ M- Googie 5 & @-

& | 5 stonehill.edu | https://tutortrac stonehill.edu/Trac\Webd0/main 4spPtc=

Select the course that your
assignment is for, as well as the main
Reason for your visit.

Al T

Chelseq,
Please choose a reNgon and subject for The wvisit:

Reqson:
. PRl RS VR B N E P F e = E e A=s =100 “ | |Editing to improve clarity, cohesiveness, or concisenes
Ifa faculty member, Academic 20305 EDU 440 A 201420 Practicum: Reflective Seminar Grammar issues and writing mechanics
20823 SPA 490 A 201420 Dir Study: Teaching in Spanish Interpreting a professor's comments on a paper

SerViceS, or athletics did not request 20847 EDU 207 C 201420 Eng Lang Leamners in Classroom Organizing, listing, diagramming, or outlining

- ARTICLE Paragraph organization, topic sentences and fransitiol
that you visit the Center, choose the COVER LETTER Proofreading and formatting techniques |

’ INTERNSHIP Research or documenting sources 3
Self Option. Then C"Ck Continue. PERSONAL STATEMENT Thesis statement and supporting claims with evidence

Understanding an assignment or text
~| |Writing style, voice, and persona

oferred by2 :

1am a Tutor/TA

Who were

Academic Services
Athletics
Faculty Member

Continu

< . ] b




