TUTOR TRAC INSTRUCTIONS FOR STUDENTS:

TO MAKE AN APPOINTMENT:
Go to the Bradley Homepage

Click on the A to Z index.

Click on “T” for tutoring.

Click on the “click here” link to obtain tutor names and contact information.
You may receive up to 4 hours of tutoring  per two week cycle.  Refer to the opening screen of the Tutor Trac site for the dates of each cycle.

· Log in to TUTOR TRAC with the ID and password you use for Webster.
· Click on SEARCH AVAILABILITY.

· From the drop down list, click on the Center: CENTER FOR LEARNING ASSISTANCE.

· From the Section drop down screen, pick the class in which you are seeking a tutor.  YOU MUST CHOOSE A CLASS to find the correct consultant to help you.

· Click on the date range, time and days in which you are seeking a tutor.  The larger your range, the more options you will have to choose from.  Please note that you must make your appointment at least 12 hours in advance and you can choose appointments up to 2 weeks from the day you are entering in the request.

· Fill in the date range, time and days to complete the seach.

· Click on the SEARCH button.

· Click on the TIME of the appointment that fits your schedule.

Most appointments will be INDIVIDUAL (one-on-one) appointments and will be green in color on the screen.

If the tutor’s availability is for a large range of time (i.e. noon to 5 pm) you will have the ability to choose a time slot within that larger time frame.  For example, you can choose 1:30-2:45 for your appointment time.  This is done on the next screen.
If you see blue appointment blocks, these are drop in sessions.  You will not need to click on the appointment, just go to the indicated location and a tutor will be there to help you.  
· After you choose an appointment time, another screen will come up. 



If  you would like to select a shorter time range than what is listed you can change it on this screen.

Click on the reason from the drop down list, enter your cell phone number and enter any notes that might be helpful for the tutor.  You might mention what you are working on in class, the teacher’s name, and the specific problem you are having with the class.

Leave the Fund and Status boxes blank.

YOU MUST CLICK ON THE SAVE  BUTTON.
You will receive an email with the scheduled appointment date and time along with the tutor’s name and contact information.  The tutor will also receive an email with your information.  IF YOU NOTICE THAT YOUR CONTACT INFORMATION IS WRONG, you can correct it for FUTURE appointments by logging into your Webster Account and click on the blue button at the top of the screen that says CHANGE ADDR.  You can then add your cell phone number so that the tutor will have it for any last minute emergencies.  
TO CANCEL AN APPOINTMENT:

Log in to TUTOR TRAC with the ID and password you use for Webster.  
On the opening screen you will have a list of your upcoming appointments.  If you want to cancel an existing appointment, click on the gray X in the circle.  The computer will ask you if you are sure you want to cancel the appointment. You and your tutor will receive an email with regarding the cancellation. 
NOTE:

If  no tutors are available for the course you requested, click on the blue words that say “Click Here” in the middle of the screen and fill out the form.  Every effort will be made to locate a tutor for you.
