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Student User Specifics

The Acadermic Envidment Center has a new web-based tutor scheduling program,
called Tutor Trac, which will enhance HSC'student services by allowing students to
schedule tutoring sessions on-line . The Tutor Trac web-based learning center navigation
software provides a user friendly service for students to schedule their tutoring sessions. The
Jollowing three sections bighlight the basics for navigating through the system and
participating in the AEC tutoring program.

IMPORTANT NOTE:

Students will always meet their tutors at the Academic Enrichment Center, on
the fifth floor of the Mulford Library on the Health Science Campus.

The only exception would be those students participating in the Anatomy labs
Supplementary Instruction (SI) program; in that case, students are to meet in the
Anatomy Lab in the Basement of the Health Education Building,.




Entering the Tutor Scheduling System

Students may reach the tutoring scheduler ? icon from numerous sites:

e THE AEC HOME PAGE: http://mvww.utoledo.edu/med/depts/aec/index.html

e FROM YOUR “MYUT PORTAL”: Student Resources Tab/Support Services Section:

Click on
this link.

Support Services [=] [

African American Student Enrichment Initiatives
Apple Tree Mursery School

Cormmunity Policing

Dean of Students

Eherly Center for Waornen

First Year Experience/First Year Instruction
International Student Services

Latino Initiatives

Learning Collaborative

LGRT Initiatives

Multicultural Student Services

Office of Accessibility

Student Athletic Academic Services

Student Customer Service

Student Disahbility Services HSC - Academic Enrichment Center
Student Legal Services

Testing Services

TRIO Student Support Services

The ‘Writing Center

Tutoring HSC - Academic Enrichment Center
Tutoring - Learning Enhancement Center
vice President for Student Affairs

J myBlackboard

Welcome, DL Staff

e FROM YOUR BLACKBOARD HOMEPAGE.

Bookmarks Ghﬂ:a!ul-unadurl Pa:fswur\dsuuingii Prafarances] WebDAW info C‘nmehnchonsl

Faculty Resource Center
Instructor: DL Staff
My Role: Student

NURS L BE0:00 1 Professional Mursing Orientatn 2009...
Instructor: Susan Batben
My Role: Designer

HURS 1 00O0Z Professional Mursing Orientatn 2009...
[nstruckor: Susan Bakten

Announcements
Thers are no announcements.

Institutional Bookmarks

alearming and Academic Support Homepage
Guede W UT Libraries for abearnsrs
Tuttring HEC « Academms Ennchmant Canber

Click on
this link.



http://www.utoledo.edu/med/depts/aec/index.html�

Once you are on the AEC home page, click on the link above the TutorTrac icon or the icon itself.

Welcome Academic Enrichment Center

¥ Welcome

¥ Students with Disabilities (ADA)

¥ Tutoring

¥ Individual Academic Coaching

¥ AEC Staff

* useful Websites

* Eoard Exam Resources Click on
T e [ P Welcome tO the Schedule a Tutoring session here! word

- « »
* Ins Lesroing assistance Academic Enrichment Center! % TUTORTRAC \ e

Review publication

¥ Contact Us TutorTrac Student User Guide

The TutorTrac home page will opens—yeu; you can schedule your tutoring session. The TutorTrac
login page will appear as follows:

- £ i =]
Acudemiv Enrichment | enter

- Acocetnic Batichrnent Center, UTHSC

Welcome! Please Log In

Students:Flease enter User Mame: Tt SerE
vour student UTAD ID _ .
and password as you do Pemmert Redrock Seftwars

to log into your MyUT — Corporation,

portal. | Login |

Enter your student UTAD ID and password, as you do to log into your MyUT portal.




The following screen will appear as your main menu:

o
emic Enrichment | ente

& ‘} TutorTrac Main Menu

Welcome!

Welcome to the Academic Enrichiment
Center (AEC). We hope this systerm will
erhance your experience scheduling
appointments with our center. Please
note: unless specifically waived, vour
FERPA rights are protected when vou
obtain services from the AEC. By
continuing through this system to
schedule a tutoring appointment, you

M [ Y W N S A PO

Scheduling a Tutoring Session

Note: Both the tutor and the student will receive a confirming e-mail that the appointment was
made. It will indicate the subject, tutor, date, time, and place. If a session is canceled, a cancelation
e-mail will also be sent. All e-mail communications will be through the UT e-mail system. Please
check your e-mails. If you do not receive a confirmation or think you received one in error, please
do not hesitate to reach the AEC staff.

1. From your TutorTrac homepage, select “search availability.”

TutorTrac Main Menu

Welcome!

Welcome to the Academic Enrichment
Center (AEC), We hope this system will
enhance vour experience scheduling
appointments with our center, Please
mote: unless specifically walved, vour
FERPA rights are protected when vou




2. The following screen will appear:

canter: Key: | dropin | 1onl | moltiperon oloss orgroup | Move the mouse over an availability o view the location and
other instructions.

Available Time Slots:
Choose a center to begin searching
far available appointrment slots,

Enter the search criteria and click Search.

3. From the menu on the left side of the page, search for a tutoring session that matches your
needs by filling in the appropriate boxes. First, select the center where tutoring will take place.
(AEC for most tutoring, Special-AEC-Programs for special programs that you will have prior

notification about.)

Center: Ke}f: drog in 1 an rndlti-persoh cloiss or Qroup rmowve the mouse owver an
' other instructions.

S Avdilable Time Slofs:

AEC ing

Special-AEC-Programs

Enter the search criteria and click Search.




4. The following screen will appear, providing you with additional options.

Key: | dropin | 1aonl rulti-psrBn class orgroup oW e the mouse owear

Center: . .
ather instrocticons.

AEC
Avdilable Time Slols:

Choose a center to begin searching
for available appointment zlots,

Section:
ar the search crtena and click Search.

Reazon:
Location:

Frorm:

07/21/2010
To!
08/04/2010

Tirme:
3:00a to 5:00p

Days:

Search |




Select the subject in which you want to be tutored under “section.” (Only academic coaching,
USMLE review, and courses in which you are currently enrolled will appear.)

Centear:

AEC

Section:

Sections:

)

QOCCT704 001
201030
QOCCT722 001
201030
OCCT733 001
201030

Cays:
MOMN TUE WED

Academic Coack
USMLE Step 1
Reicw

OT Maodels of Pr
Iv

OT Advocacy 11

v and Profess
Dey III

THU FRI

Key: | dropin | 1anl

rnulti-parson cloiss or groug
other instructions.

move the mouse over an availability ton

Available Time Slets:

Erter the search criteria and click Search.

Select the reason. (ex. Group tutoring, individual tutoring, S, etc.)

Center:

AEC

Choose a cenfer to

begin searching

for available dppointrnent slots,

Section:

Reason:

Acadermic Coaching lad

Crop-ln Tutoring
Group Tutoring

Individual Tutoring

5l

USMLE-step1-Reviews
USMLE-stepZ-Review

Work-AEC office

Key:| dropin | 1anl

rulti-person clo:: oF grows
other instructions.

move the mouse over an avai

Avdilable Time Slots:

Enter the search criteria and click Search.

5:00a to 5:00p

Cays:




7. Select the location of the tutoring. (For all tutoring sessions occurring in Mulford Library
Building, students should meet their tutors outside the AEC office. For sessions occurring in

anatomy labs or the clinical testing center, students should meet their tutors at those direct
locations.)

c . Key: clrop in 1onl rnulti-person chozs or grougp rmove the mouse over an o
Sfers otherinstructions
AEC .

Available Time Slots;
Saction:

Reason: Enter the search criteria and click search.

Location:

MLB-y AEC door Lad
MLB-520

MLB-420

MLB-CLRC

AMNAT Lab

Clinical-testing-Ctr.
HE-122 L

8. Next, enter the correct dates and times during which you wish to search for available tutoring
sessions. Click “search.”

Feazan:
Individual Tutaring

Location:

Frorm:

07/21/2010
To:
08/04/2010

— To search for
' 0:00a to 11:59p recurring sessions,
PR TP P R T TS T O NP T T S P T T R T T Y | enterthebroadest
span of dates.
Craus:

MOMN TUE WED THU FRI

To see all available times for a
designated day, drag the green
bar to the left to begin at

00:00a, and to the right to end




9. Available time slots will appear as follows:

Cantar: Key: | dropin Tonl rulti-person closs or group Move the mouse over an availakbilit
' other instructions.
AEC
Available Time Slots:
Section:
Fri Mon Wed
F123/2010 Fi2e/2010 F/28/2010

Feason:
Individual Tutaring

. Moha Etaki Moha Etaki Moha Ettaki
Lot 4:00 PM - &:00 P 1:00 FI - 3:00 PM £:00 FM - S:00 P
Fraom:
o7/21/2010 B
To:

08/04/2010 [EH

Tirne:

0:00z to 11:59p
oo
Davs:

MON TUE WED THU FRI

10. After completing enough searches to meet your needs, click on the time listed underneath the
desired tutor’s name.

E Center: Key: | dropin | 1ond rulti-persan olass of group Move the mousse ove
' other instructions.
AEC
Avdilable Time Slots:
Section:
Fri
7/23/2010

Feazon:

Academic Coaching

From:
07/21/2010
To:

0a/04r2010 B

Tirne:

0:00a to 11:58p
oo
Days:

MOMN TUE WED THU FRI
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11. The following “appointments entry” screen will appear:

Appointments Entry

Student: Alexiz Misko Staff: Christine Reichert
ROOF3E1T1

Appointment Infa

Center | AEC w
Subject:
Reoson:
Date: 7/23/2010 Time: 7:30a €D To: 8:30a €@

What weould vou like covered?:

Motes:

Craated 000000 ot 00:00:00 by
todified 000000 ot 00:00:00

Save

12. Enter your student information as it applies to the tutoring session (the correct date and time
should be entered automatically), and click save.

Appointments Entry

Student: Alexiz Misko Staff: Christine Reichert
ROOFIEI1

Appointment Info
Center | AEC »
Sukject: QCCT722 001 201030

Enter the Reason: Academic Coaching
subject in which Date: 7/23/2010 Time: 7:30a @ Te: 3:30a @
you want What would you like cowerad?: |Prep for the NBCOT

I would like to rewview some study tips

assistance, as
regarding preparation for the NECOT exam,

WeH as the as well as go over sowe test-taking and
reasoin. (CX. Motes: time management strategies.
Individual
. Crected 00/00700 ot 00:00:00 by
tutoring, group tiodified 00/00/00 cit 00:00:00
tutoring, Save |
academic Type the topic you

want to cover
during the session,
and any additional
notes to help your
tutor plan for the
session.
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13. After scheduling your appointment, you will be automatically returned to the available time

slot home screen.

Center:

AEC
Sedction:

Reazon:
Academic Coaching

Location:

From::
07/21/2010
Tao:

08/04/2010 EH

Time:

0:00a to 11:589p
oo

Days:

MON TUE WED THU FRI

Search |

14. By clicking on

&
'3

Welcome! [

Key: drop in 1onl
other instructions.

Mo results found.

rnulti-person closs or groug

mowve the mouse over ¢

Available Time Slofs;

in the top left hand corner of the screen, you will be returned

TutorTrac Main Menu

to your main page. An upcoming appointment reminder should be listed, matching the tutoring
appointment you just scheduled.

&

Upcoming Appointments

AEC appaintrment on 77232010 at 7130 AM with Chriztine Reichart,
reazan: Academic Coaching, section: CCCTF22 001 201030 OT
Adwocacy 1T, location: MLE-by AEC door, LX)

Welcome to the
Academic Enrichment
Center (AEC). We hope
this system will enhance
YOLI experience
scheduling appointrments
with our center. Please
note: unless specifically
walved, your FERPA
rights are protected when
yoll obtain services from
the AEC. By continuing

12



15. You will receive an automatic email (through your UT email) confirming your appointment.
(To add the appointment to your Outlook calendar, click “accept.”)

S Reply Al | (5 Forward vy- BB- 3 & X B e+ @
« Accept 7 ) P Tentative T X Decline T _.j
0, Alexis Appointment Confirmation Academic Enrichment Center, UTHSC

AcademicEnrichmentCenten@UToledo Edu Zert: Wednesday, J
Required: Misko, Alexis Micale; ' Reichert, Chriskine E
When: Friday, July 23, 2010 3:30 AM-4.30 AM,
Location: MLE-by AEC door
Reminder: | 30 minukes w [] Private

Attachments: | Jinvite.ics (967 B)

Description:

Mlizko, Alexs
Tou have the following appontment:

Tutor: Eeichert, Christine

Subject: OCCTT22 001 201030 #Eequest#
Date: 7212010

Time: 09:42:03

location: MLE-by AEC door

Please be on time,

The Academic Enrichment Center Staff

(If added, the appointment should appear on your calendar as follows):

Calendar Cptions [E5
< Tuly 2010 * 3 ENBW - X P ;“Eshare * Wiew —  Today :ﬂDay EWork Week ﬁ \
SMmTwTFS £1¥%» 18 Sunday 19  Monday 20  Tuesday |21 ‘Wednesday @ 22
29931 2 3
4 5 6 7 8 910 12

11 12 13 14 15 16 17
18 19 20 21|22 23 24
25 26 27 28 29 30 31
1 23 45 6 7 1

8 My Calendars 2
:ﬁ Calendar

3
Misko, Alexis
MLE-by AEC door
4 AcademicEnrichr il
5
=] Mail 6
ﬁ Calendar
7
H Contacks
;ﬂ Tasks 8
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Canceling a Tutoring Session

Students need to notify the AEC staff if they have to cancel a tutoring session. They may do so by:

e Cancelling online, calling 419.383.4274, or dropping-in to the AEC (506-507 MLB) during the
hours of operation (8:30 a.m. - 5 p.m.)

Please be considerate to your tutors and cancel at least 24 hours before your scheduled tutoring session.
On a similar note: tutoring sessions must be scheduled at least one day (24 hours) in advance.

1. To cancel a session online, log in to TutorTrac. Your main page should appear as follows:

e TutorTrac Main Menu
)

Welcome!

Welcome to the

Upcoming Appointments Academic Enrichment
AEC appaintment on 7/23,/2010 3t 730 AM with Christine Reichert, Center (AEC), We hope
reazan: Acadernic Coaching, saction: OCCTE%?‘ 001 201020 ST H"“S Svgtem W| || enhance
Advocacy IT, location: MLE-by AEC door, £ your e}(perience

scheduling appointments
with our center. Please
rote: unless specifically
walved, vour FERPA,
rights are protected when
voul obtain services from
the AEC. By continuing
through this system o
schedule a tutoring
appointment, yoll are
acknowledging that it is

2. Click the x after the upcoming appointment reminder that corresponds to the tutoring
session  you wish to cancg

Upcoming Apgointments

AEC appointment on 72352010 at 7130 2
reazon: Academic Coaching, sechion: CZCTR2 001
Adwvacacy I, location: MLE-by AEC '

hristine Reichert,
01020 OT

= ula &

14



3. An appointment cancellation box will appear.

Appointment Cancellation %]

Areyou sure yvou want to cancel this appointrnent?
Enter areason for the cancellation and click Confirm Cancellation.

Details:

AEC gppointrment on 7 /232010 at 7:30 AM with Christine Eeichert, recson:
Acadernic Coaching, section: OCCTA22 001 201030 OT Advocacy |,
location: MLE-Dy AEC door

Redson:

[ Keep Appointment [ Confirm Cancellation

4. Type the reason for the cancellation into the “reason” box, and click confirm cancellation.

Appointment Cancellation (X

Areyou sure you want 1o concel this appointrnent?
Enter o recson for the cancellation and click Confirmm Cangellation.

Details:
AEC appointrment on 7 /232010 at 7230 AN with Christing Reichert, recson:

Academic Coaching, section: OCCT/22 001 201030 OT Adwvooacy [,
location: MLE-by AEC door

I hawve an unexpected doctor's
approintment. I will reschedule online at
& later time.

Recson:

[ Keep Appointrment [ Confirm Cancellation J

15



5. You will be automatically redirected to your main page, as follows:

b} TutorTrac Main Menu
% l}

Welcome!

YWelcome to the Academic Enrichiment
Center (AEC). We hope this systern will
erhance vour experience scheduling
appointments with our center, Please

L R P e e Tait 2 vt | PP BV RV

6.  You will receive an email (through your UT email) confirming the cancellation of your
appointment. (Remember to click “remove from [Outlook] calendar,” if you wish to do
50.)

i (= Reply L—aRepIy Al Farward Y- 0BT B S x - e | @

< Remave from Calendar j >

ointment Cancellation Academic Enrichment Center, UTHSC
AcademicEnrichmentCenter@UToledo Edu Sent: Wednesday, July 21, 21

L 1

-The meeting has been canceled.

Required: Miskn, Blexis Micole; ' Reichert, Christine E
When: Friday, July 23, 2010 3:30 AM-4:30 AM,
Location: MLE-by AEC door

Attachments: | ] irvite.ics (952 B)

Description:

Mhsko, Alems

The following appointment has been canceled:
Tutor: Eeichert, Christine

Subject; OCCTT22 0071 201030 #requests#
Date: 7/21/2010

Time: 09:44:12

location: MLE-by AEC door

Thank you,

The Academic Ennchment Center Staff

16
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