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TutorTrac, a copyrighted product of the RedRock software corporation, is a
web-based program that facilitates effective and efficient management of
Tutoring, Sl and APT resources. It enables Tutors, Sl Leaders and APTs to
easily log their sessions, to document their work hours, and to schedule and
check appointments. This in turn allows the PLTC real-time access to
information that helps us plan and deliver services when and where they are
needed.

All PLTC tutors, Sl Leaders and APTs are required to use TutorTrac to record
every activity that involves meeting with a student or students. This includes
workshops; help room; attached and individual tutoring; peer advising
session; Sl sessions; office hours, etc.
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Terminology

Appointment — a record that a student reserved a time to meet with a consultant. An appointment is
assigned a status to identify the outcome of the reserved time. (Used for APTs and assigned &
public speaking tutoring.)

Consultant — any student who is performing the tutoring (aka tutor). This includes S| Leaders and APTs.
Throughout this document we use the term “tutor” to apply to tutors, APTs and Sl Leaders.

“Logging a student visit” — same as creating a visit.

S
Trac Man Symbol x ®_ used for the main menu and can be found in the upper left corner of the

website (it is also the logo for TutorTrac).

Tutee — a student who is being tutored

Visit — a record that a student utilized the PLTC services (tutoring, SI, APT sessions). Visits may be logged
in real time by asking the student to sign in when they arrive and sign out when they leave or a
tutor may be enter the information after the session (called a “retro” entry.)

Overview

TutorTrac retrieves class information from Banner, so students’ names and course registrations are
readily available. This helps tutors and the PLTC determine exactly who came to tutoring in support of
courses and course sections (also helps eliminate name confusion, misspelled names and inaccurate
course information). Having up to date information means tutees are able to easily select the subjects
they are receiving tutoring in as well as the tutor they see.

In TutorTrac, different types of users (faculty, tutors/consultants, and students) have access to different
levels and features of the system.

All PLTC tutors, APTs and Sl Leaders are first and foremost Wellesley students. As such you can access
TutorTrac both as a student receiving help and as a consultant/tutor providing help to others. When
accessing TutorTrac as a student, you can change the information in your bio.

As a tutor you will mainly be concerned with viewing TutorTrac as a “consultant”. It is through your
consultant role that you will log all of your work hours and all of your tutoring activities (help room,
assigned tutoring, attached tutoring, Sl sessions, Sl office hours, public speaking hours, APT workshops
and APT individual appointments).



Getting Started

Signing Into TutorTrac:

1. Go to https://ttrac.wellesley.edu or click TutorTrac on the PLTC homepage.

2. Enter your Wellesley Domain user name and password (the password you use for Cisco).

Student Profile

After signing into TutorTrac, consultants will see their student profile home screen.
e Switch to Consultant profile - button on the upper left
This is the button you will click on to get access to TutorTrac as a Consultant (aka Tutor).

(Main Menu] [Log OFF) Il Switch to Consultant profile |

Click here to log tutoring activity

53

[ search Availability... |
[ Confirm Bio... |

[(Search Resources...

Student Options

TutorTrac Main Menu

in the "Confirm Bio" section.

Wellesley College Notice:
Welcome to the PLTC's TutorTrac! Your password and other information can be changed
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Consultant Profile

After clicking on “Switch to Consultant profile,” you will now have consultant access and can
document tutoring activity.

Trac Navigation:
— &

TutorTrac Main Menu

Welcome! | Utiization | schedule |

Tutors/SI Leaders: Please log yourself in & out for each session

1. Type last name in "Log Student Visit:" box at the top of the screen
2. Choose the center you work in
3. Subject: "WORK PLTC job" Reason: "Work as a *****"

Students: Please log yourself in & out for each session

1. Type last name in "Log Student Visit:" box at the top of the screen
2. Choose the center you are attending

3. Subject: the course you are enrolled in

4. Reason:

o attend Help Room (where one or more tutors can help more than one section of

a course and/or multiple courses)

o attend Attached Tutoring (where one spedific tutor works with your spedific

professor/section of the course)
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https://ttrac.wellesley.edu/

Setting up your Preferences

You are able to add “shortcut” boxes to your main screen by changing “My Prefs”. These are the
PLTC’s recommended preferences to use, but feel free to add any other options to customize your
TutorTrac profile.

1. Click on the trac symbol in the Trac Navigation box, and select “My Prefs.”
2. Make changes by section as follows:
“Main Menu Options:” uncheck everything.
“Every Page:” uncheck everything except Log Student. (This will put the Log Student box at
the top of your screen).
“Scheduling:” change the End Time to 11:59 by clicking on the clock. (This will allow you to
see the evening hours for tutoring).
3. Click “Save Prefs.”

My Preferences Enfry % |
Main Menu Oplions:
[zeq #:45]
vndefinad
O qwick Reports
Calendar
Iwlini Lo List
L Guick wisit
U Tip of the Week
ColorPicker
Center Status
Mews Fead

Feed URL:|http:/inews. search. yahoo.comdnews/rss?p=Education&ei=UTF-38A=08:

Every Page:

[ladhdaedtma RalbonRonnmdl G
Log Student (at top of aven paasl

Log Kesource [at top of every page

Scheduling:

Schedule Start time: 3:00a @I End time: 11:55p @

Log listing:

Oremember Last Search Criteria

Save Prefs |




Specific Instructions

Assigned Tutoring
These are the steps a tutor should follow to document an assigned/individual session.
1. Before your session, after you have scheduled a time/place to meet, create an appointment.
2. After your session, sign into TutorTrac & switch to your Consultant Profile.
3. Confirm the individual appointment & make a visit for your student by checking the
“Automatically Create Visit” checkbox.
4. Create a visit for yourself documenting that you worked for the PLTC.
a. Center: “PLTC Assigned Tutoring”
b. Subject: “WORK PLTC job”
c. Reason: “Work as a Tutor”

Drop-In Tutoring (Help Room and Attached Tutoring)

Help Room vs. Attached Tutoring
General rule of thumb: if you are attached to a specific section of a course (or only one section is
offered), then you are an “attached tutor”, otherwise you are a “help room tutor”.

These are the steps to follow to document Drop-In Tutoring (help room or attached). You need to know
if you are an “attached tutor” or a “help room tutor”, please read the explanation above or contact the
PLTC.
1. Signinto TutorTrac on a desktop, laptop or smart phone & switch to your Consultant Profile.
2. Create a visit for yourself documenting that you worked for the PLTC.
a. Center: “Help Room, Attached Tutoring”
b. Subject: “WORK PLTC job”
c. Reason: “Work as a Tutor”
3. Have each student create a visit via Log Student Box.
a. Login when she arrives.
i. Center: “Help Room, Attached Tutoring”
ii. Subject: the course she is being tutored for
iii. Reason: “Attend ...”
b. Logout when she leaves.
i. Consultant: you, so make sure she knows your name.
4. Atthe end of drop in, make sure all of your students are logged out & exit out of TutorTrac.
a. To check, go to “Log Listing” to see who is still logged into TutorTrac. If any of the
subjects are the subject you tutor and the center is Help Room, Attached Tutoring, sign
the student out by clicking on the arrow (it is supposed to be an arrow exiting a door).




SI (Supplemental Instruction)

These are the steps an Sl Leader should follow to document her session.
1. Signinto TutorTrac on a desktop, laptop or smart phone & switch to your Consultant Profile.
2. Create a Batch Visit for your session (see batch visits).
3. You are done and can exit out of TutorTrac.

APT (Academic Peer Tutor)

Make an Appointment for your Session
1. Click on the Trac Symbol to open the menu, and click on “Schedule”
2. In “Personnel” box, find your name under “APT” & click on it
3. Click and drag on the schedule to create a new appointment for your session
4. Enter the session information:
1. Click on “Subject” then type “APT Session”
2. Change the max students (ex. 25)
3. Select the drop down arrow next to “Reason” and select the reason the students are
attending the session (ex. “Attend APT Study Break”)
4. Click “Save”
5. You should now see the appointment on your schedule

IH

At your session, have students sign in:

1. Click on the down arrow next to the time.

2. Inthe box that appears, type in your last name & click on the stars next to your name
3. Check the first box next to your name:

4. You are signed in for the session:

**APTs: check to make sure all students that have attended are marked attended by having the first box
checked**

Public Speaking Tutoring
These are the steps a tutor should follow to document a public speaking tutoring session.
1. Before your session, after you have scheduled a time/place to meet, create an appointment.
(see Create Individual Appointment or Create a Multi-Person Appointment)
*Note: Use “Public Speaking Tutoring” as the center (do this by clicking on your name under
“Public Speaking” in the Personnel list on the left of the schedule).

2. After your session, sign into TutorTrac & switch to your Consultant Profile.
3. Confirm the appointment for your tutee using the respective instructions (this will also create a
visit for the tutee): Confirm Individual Appointment or Confirm a Multi-Person Appointment.
4. Create a visit for yourself documenting that you worked for the PLTC. (see Visits)
a. Center: “Public Speaking Tutoring”
b. Subject: “WORK”
c. Reason: “Work as a Tutor”



Consultant Profile Main Menu

How to get here: Click “Switch to Consultant Profile” from your Student Profile.
Your Consultant Profile should look like this:

Trac Navigation

\(— C A hrps://trac.welesley edu/ Trac\Webdn/man 4sprie=1 /

Trac Navigation:

Q

Log Student (recommended)

/

Log Student:

Ligy Stucient Visit

TutorTrac Main Menu

Welcame! Utilization

PLTC TutorTrac Guides & Information
updated: 2/1,/12

Students: Please log yourself o & out for each session

1. Type last name in "Log Student Wisit:" box at the top of the screen
2, Choose the center vou are attending
2. Subiject: the course you are enrolled in
4. Reason:
o attend Help Room (where one or more futors ¢an help more than one gection of & course
and/for multiple courses)
o attend Attached Tutoring (where one specific tutor works with your specific
professor/section of the course)

To log out: type your last name in the "Log Student Visit:" box again and follow the prompts,

Tutors; Jsteadof logging in via the "Log Studert:" boo, please make a Work Visit

1. Click on "Quick Visit"

2. A Wisits Entry box should appear

3. Click on "Shudent [0, then type in your last name, hit enter & click the arrows by your name
4. Click on "Date". This will give the current date & time (please adjust if needed).

5. Choose the center you work in (ie. Assigned (Individual), APT, S1, Attached/Help Room )

6. Subject: "WORK" Reason: "Work as g #eerx!

7. Click SAVE,

Your waork visit has now been created with a start and end time, so there is no nead far vou to log out of
the center.

*If you would like to add the Log Student box, add it in My Prefs.

Trac Navigation

The Trac Navigation Box has two menus.

=
w

1. Trac Navigation Menu—appears when you click on the Trac Symbol (

e Log Listing—a list of all students currently logged in for tutoring

e Exit (& more)

2. Go-To Menu—appears when you hover over the magnifying glass.
e \Visits — visits can be searched, edited or created
e Appointments — appointments can be scheduled/created

®

)

w
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Schedule — scheduled appointments & your available tutoring schedule can be seen/edited
My Prefs — colors & more can be personalized
Switch to Student Profile—where you can change your password & bio



Main Menu

Log listing flon:
Schedule

Q Students
My Prefs

Trac Naviga visits

Confirm Bio... -
Appointments

Switch to Student Profile...
Exit

1. Trac Navigation Menu 2. Go-To Menu

Log Listing

How to get here: click on “Log Listing” from the Trac Navigation menu.
Who should use this: Drop in (Attached & Help Room) Tutors

Trac Navigation: Log Student: Log Resource:
q Log Student Visit Log Resource.
L2 Log ltems Listing a
Sorfed by: | Student Name v || Subject v 1 Leg Herns found dpage 1 of1 P
I Time In Center | Reasan | Subj Consultant End VISIt

R 3122012 Help Roarn, Attached Tutoring
Ligon, Margaret Tavlor & 5] P Attend Attached Tutoring P rcsigned ©
’ C5251 01 201202

Check resource out to Margaret Ligon...
Aprage 1L o1 P

Log Listing is where you can find all of the information to log students in and out of TutorTrac as they
walk into or out of the room. This is a great screen to leave up on the computer when working in a
drop-in tutoring situation.

Log Student

The Log Student box is used to create a visit by logging a student in & out when the length of the visit is
unknown at the moment (such as in a help room). This is done by typing in the last or first name, hitting
enter and then following the prompts.

Log Items Listing

This lists the students who are currently “logged” into the system and have not yet been logged out. All
students will be automatically terminated at midnight. Terminating a student sets the end time of her
visit to 90 minutes after she arrived, which is not always accurate. To log out, a student can click on the
picture of the people shaking hands or use the Log Student box. At the end of a session, tutors should
look through the list and log out all of the students who are in their class/subject.

Each piece of information the student inputs is displayed in a row after her name. This is useful because
the information can be edited by clicking on it. Suppose a student selected “attend attached tutoring”,
when she is actually attending a help room. The tutor can click on the reason and change it to the
correct reason.



Schedule

How to get here: click on “Schedule” from the Trac Navigation menu.
Who should use this: APTs, Assigned Tutors, Public Speaking Tutors

Trac Navigation: Log Student:
Q Lo Stuctant visk oy WELLESLEY

Weleslay College - Wellesley College

Key: | cropin  (H8ATY  mutiparon elas: or aroup

Week Schedule 1/30/2012 Wendy Wellesley

a Mon 1/30x Tue 1/31« Wed 2/1» Thu 2/2+ Friziaa
&:00 AM

z 3 4 5 & 7 8 TH00.AM
IR U TR - S
s 17 1B 18 2w 2w £:00 AM
3z 2w B ® @ om

3t 3100 AM

Wendy Wellesley A
10100 AM

PLYC Assiqned NG Gt

11:00 AM

12:00 PM

1,00 PM

2100 PM

2100 PM

4100 PM

5:00 PM

£:00 PM v
< >

This is where you can schedule your tutoring availability and create appointments. Appointments help
us keep track of how many individual or group tutoring sessions are happening and how well they are
being attended. It’s important for planning and resource distribution to know if appointments are kept,
canceled, missed etc... Please take the time to enter and update appointment to ensure accuracy.

Weekly Schedule

The default schedule that appears shows your appointments in all centers. To see your schedule for the
current week in a specific center, click on your name under the center in the Personnel list (alphabetized
by last name & arranged by tutoring center). By clicking on the days in the Current Calendar, you can
change the date of the schedule shown. The boxes on the schedule represent slots of time that are
either “availability”, “block”, or an “appointment”.

e  “Availability” is the time each week you are available to tutor, there are three types:

(there is a key at the top of the schedule referring to which color represents each type)
1. Drop In (light green)- held weekly in an assigned room
0 helproom
0 attached
2. 1on1 (dark green) — assigned/individual tutoring
3. Multi Person Class or Group (yellow) — Sl session or alt. lab

e  “Block” is time that tutors are definitely not available.

e “Appointment” represents an appointment scheduled in TutorTrac. Appointments are used for
assigned tutoring and public speaking tutoring. They are different from visits because the status
of the appointment can also be recorded (such as if a tutee canceled, attended, or missed an
appointment). So there could be an appointment entry for a cancelled session, but there would
not be a visit entry since no one attended.

10



Create an “Availability” slot

1. Click on your name in the Personnel list under the center you want to create availability in.
Your week schedule in this center appears (the name of the center is displayed at the top of the
schedule after your name).

2. On the desired day, click on the starting time and drag to the ending time.

£:00 PM
Creating new availsbility.. . type 'a' to change...
o aalEm click I
& |
5:00 PM drag *

3. Ascheduler box will appear:

a. Choose the correct center & location.

b. Change the “Max:” to 0 for Drop In, 1 for 1-on-1, or greater than 2 for Multi Person
Class or Group (see above for descriptions about each group).

c. Choose the appropriate date range. If this availability occurs every week change the
“To:” date to 5/9/2013 (the last day of tutoring for Spring 2013).

d. Enter the subject in the following format:
department, course number, course section, year code
(i.e. MATH 205 02 201302)
Enter the reason for the tutee (i.e. “attend ... tutoring”)

f.  Confirm the times are correct. You can edit the time by clicking on the clocks.

multi-Person Availability 15 Availakility¥
Center:| Public Speaking Tutoring v Subject: CHEM 105 02 201202
Location: PLTC Reason: Attend Public Speaking T
Max:(5 studsnts.

Date From:|04/16/2012 58 To:[D4/16/2012 58
From: 12:00p €9 Te: 1:00p €D

Days:MOM

Divide inte Slets (HH:MM): 00:00 @ DSpIif into separate availakility klecks on Sove
Breaks of (HH:MR): 00:00 €D

Auteboaok: |None hd

Cadtow student o book weekly, l Back | l Save |

default: | Checked v

There are no averrides for this cvailabiliby

4. Click “Save.” A new box will appear on the schedule.

Individual Appointments

An individual appointment should be created before the session and confirmed after the session for any
1-on-1 tutoring.

Create Individual Appointment

To schedule an appointment, you must have a green “availability” slot open for the desired time
(you can create an “availability” slot as needed).

1. Click on the arrow of the “availability” slot that contains the desired appointment time.

11



+" ¥ X
7:00 PM = §:000 ]
o

2:00 PM

2. Type in the last name of the tutee in the box that appears, and then clicks on the blue stars that
correspond to your tutee.

7:00 PM hes‘d

Jaggords foune
g:00 PM $ ¥ dast Student

F:00 PM

3. Inthe “Appointments Entry” box that appears, enter the following information about the
appointment by clicking on the arrows:
a. Center: “PLTC Assigned Tutoring” or “Public Speaking Tutoring”
b. Subject: the enrolled course for tutoring in the format:
department, course number, course section, year code (i.e. MATH 205 02 201302)
c. Reason: “Attend Tutoring”
d. Time: can be changed to any time within the “availability slot”
4. Click “Save.” The appointment will appear on your schedule and the tutee & you will both
receive an email.

Confirm Individual Appointment

All appointments should be confirmed after the tutoring takes place. This creates an accurate
record for PLTC statistics that determine the future use of PLTC resources. This step also creates the
actual visit for the tutee.
1. Onyour schedule, click on the time in the appointment slot you are confirming.
2. Inthe “Appointments Entry” box that appears:
a. Double check the information is correct
b. Enter any notes to document progress or problems, this will provide useful information
to communicate with faculty about the tutee.
c. Status: either missed, attended or canceled
d. If the appointment is attended, check the checkbox next to save. (This will automatically
create the visit for your tutee, although you will still need to create a work visit for
yourself).
3. Click “Save.”

Multi-Person Appointment

A multi-person appointment will need to be created and confirmed for tutoring sessions with more than
one person (excluding drop in or Sl). This is ideal for public speaking and APT sessions.

Create a Multi-Person Appointment

To schedule an appointment, you must have a yellow multi-person “availability” slot open for the
desired time (you can create an “availability” slot as needed).
1. Click on the arrow of the “availability” slot that contains the desired appointment time.

L et f

*
7:00 PM '..vj-:oug # Fpofzs [x]
L

8100 PM

12



2. Type in the last name of your tutee in the box that appears, and then clicks on the blue stars
that correspond to your tutee.
3. The tutee’s name will appear in the drop down box:

F:00 FM

Addded appointrnent for Test

8:00 PM

900 PM EhE
O Tast Stucient 9

10:00 PM

4. Repeat until you have entered all of your tutees.

Confirm a Multi-Person Appointment

All appointments should be confirmed after the tutoring takes place. This creates an accurate

record for PLTC statistics that determine the future use of PLTC resources.

1. Click on the arrow of the “availability” slot that contains the desired appointment time.

2. To mark a student as attended, check the first box. This also creates a visit for the tutee. To
mark a student as canceled, check the second (dotted) box.

Shortcut: if all of the students on the list attended,
R s click the “mark all as attended” button
TUE 1731 2012

= =S *Be careful, every time you click this it will create
] Tast Stuchent 3 |

/ separate visits for each student. This could result in

multiple visits in the system for the same session.

3. Clicking on the student’s name will bring up the appointments entry, where you can mark the
appointment as missed (for more information, you can follow the “Appointments Entry”
directions under Confirm Individual Appointment).

Visits

There are two common ways to create a visit, via the Log Student Box and via the Visits section.
Creating a visit via the Log Student Box should be done when the end time of a tutoring session is not
known, such as in a help room or attached tutoring setting. Creating a visit via the Visits section should
be done when the end time is known, such as in an assigned session or when retroactively adding hours.
Batch visits are a way to create multiple visits when the ending time is known for everyone attending a
session, such as an Sl session or alternating lab.

Creating a Visit via Log Student Box
Who should use this: Drop in (Attached & Help Room) tutors

1. When the end time of a tutoring session is not known, such as in a help room or attached
tutoring setting, create a visit by using the Log Student Box. (This is found in Log Listing, which
can be accessed from the Menu).

2. Logastudentin:

a. Typein the student’s last name in the “Log Student” box where it says “Log Student
Visit” and hit enter.

13



Log Student:
Lo Student U'lsif:l....

b. Choose the correct center.
c. Choose the subject and the reason & hit “Continue.”
3. Logastudent out:
a. Type in the student’s last name in the “Log Student” box where it says “Log Student
Visit” and hit enter.
b. Choose the center the student is currently being tutored in (should be red).
c. Leave aremark and the name of the tutor the student met with.

Creating a Visit via Visits Listing

How to get to Visits Listing: hover over the magnifying glass in the “Trac Navigation” box (Go-To Menu)
and click on “Visits”

Who should use this: anyone entering a work visit or entering past sessions

When the end time is known, when retroactively adding hours, or when documenting hours you have
worked, use Visits Listing to create a visit. Visits Listing should also be used to enter retroactive
sessions.

1) Under Visits, click on “List Options” then select “New Visit...”

Trac Navigation: Log Student:
Q Log Studient I
o) visits Listing

P e o & of 3317 wisits found

Mew Visit,., | |

List all Harme Date In Time In Time Cut Hrs Canter sugj
PLTC Assigned Tutoring

Search = 41z2011 1001 AW 1023 AR 018 = WORK
PLTC Assignad Tutari

Power Search Hlly A 411272011 1002 AR 10EZ AM 017 s ANSA IO cpan 27z m 201102

Bateh Entry... PLTC Assighad Tutaring

= Joyes 41212011 12:30 P4 140 PR 114 WORK

View these Students... 71

2) Fillin the correct information pertaining to the visit.
a. Click on “Student ID” and search for the student you would like to log a visit for.

i. Clickon “>>>>>>>>>" to select the student.

Choose A Student... %
I 1 students found 4 Fage 1 of g
1D Marme
e Studlent, Test

b. Click on “Date” (this will automatically fill in today’s date)

Visits Entry (%]
Wisit Info - Stuckent Ifo Prey Wits
Student ID: 1 Student Name: Student Test
‘Date: 04012201 7 Time In: 3:33 PM@
Location Time Out: 4:33 PME

i. If the date is not correct, click on the calendar to select the correct date.
ii. Click on the clocks by “Time In”/”Time Out” to select the correct times.
** you can enter dates that have passed (retroactive) **
c. Select the correct center for the appointment by clicking on the arrow:
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Student ID: 1

Date: IU4!12,”2011 i

Student Mame: Student, Test

Time In: 3:33 PM@

Locqfion:| | Time Cut: 4:33 PM@
Center iHeln Roorm, Attached Tutoring Subjec+:| |
Help Ro ed Tuto
Reason: PLTC Assigned Tutoring Consulionf:| |
FPublic Speaking Tutaring
Sl Session
Motas: |

Select the reason for the visit by clicking on the arrow.
Select the “Subject” by clicking on the arrow.

f. Select the “Consultant” (aka the Tutor—this does not need to be selected for a WORK

visit)
g. Click “SAVE”

h. “New visit record saved” appears in red. You are done and can exit the visits entry box.

Visits Entry

Visit Imfo | Student Info Prev Visits

Mew visit record saved.
Student ID: 000-00-0001

Date: |E|4,’1 iz

Loccﬁon:l |

Student Marne: Student Test
Tirme In: 3:33p @
Tirne Cut: 4:33p @

A

3

Ci_|CS11EIEI1 20110z

Ceanter: | Help Roorm, Attached Tutoring » Sube

Reason: |Help Room | Consulfqni:|We|IeS|ey, Wandy

Motes:

Sacond Maojor

Batch Visits
Who should use this: S| Leaders, Tutors with Alt Labs

1. From the “Go-To” menu, select “Visits”.

tinn:
Trac Navigotinn:

Wisits

Appaintments

2. Click on “List Options” then go down to “Batch Entry...".

L2

List Options»

visits Listing

1 of 14414 visits found

New Wisit...
List all Hame Date In Tume In Time Out His

Help Roor
Search nakul, Pasinee 17302012 300 Pii 400 Pii 1.00 Tutoring

Power Search
Batch Entry...
View these Students...

center
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3. The Visits Entry Screen will appear, choose the appropriate center and click “Continue”.

Visits Enfry % |
Flease choose a center before performing a batch process:
Center:| Sl W
| Choose... Help Room, Attached Tutoring
— PLTC Assigned Tutaring

Public Speaking Tutarin

AFT

4. The Batch Entry Screen will appear.
a. Adjust the start & end time of your session by clicking on the clocks.
b. Select the appropriate consultant, reason & location (the reason should be attend ...).
c. Click on “Section,” type in your course & click ok.

ex) CHEM 105 01 201302 (course name as it appears in Banner, space, course
section with leading “0” where necessary, space, year and semester, no space)
Batch Visit Entry %]
Date: 04/27/2012 E Tirme ke 3:11p €D
Time Out: 4:11p €)
Canter 5 Cerzultant: Jessica Beckhart
Reazon: Attend S| session Location: Science Center
Section: CHEM 105 01 201209
51 Botch BEntry

*If you cover more than one section, use ‘0@’ after the course section
ex) MATH 205 0@ 201302
5. Select the “SI Batch Entry” tab (this tab is the correct one for both Sl and Attached tutors as you

both work with a specific section of a course).
****DO NOT CLICK CREATE VISIT IN BATCH ENTRY TAB****
A two column list of the students enrolled in that course will come up.

a. The left column contains students who have attended an Sl session.

b. The right column contains enrolled students who have never attended an S| Session.

SECOON, TSR TOT 0T 207408

%1 Batch Entry
10 [SELECTED for prew 3520 students) DRemember MHaotes

Motas:

Take
27 Students enrolled & visited for CHEM A | 4 Studentz enrolled & never visited for
attendance on \ 105 01 201202 CHEM 105 01 201202
thiS side ﬁl’St' Total for 04/27/2012 at 3:11p: 0 Bohon, Kaitlin No |:|
. \ Aj, Angela Mo
Brinzac, Erika Mo |:|

Azzouz, Mour
Hunter, Evelyn Mo D

FE I
(=] {a]

Biary, Tamara

Chao, Diane

=
=1

Jeong, Sookyo Mo D \
batch create Ta ke

attendance on
this side last!

JO0000

Chen, Tiffany

=
o

6. Take attendance in the left column first:
a. Click the No next to each student’s name to mark them as attended (should change to
“Yes”).
_OR_
b. Click the check box next to each student’s name and then scroll down to the bottom of
the left column and click on “create batch” (all of the “No”s should change to “Yes”).
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7. Take attendance in the right column. The students who attended will move to the left hand

column (if right column is done first, multiple visits will be created for each student which
creates inaccurate data).

8. Visits have been created for each student that has been marked as attended.

Course Section Codes

A course section code is constructed in 4 different parts: department, course, section and semester.
They are used to track the courses that a student is enrolled in.

department section The semester number is made

up of the year and the month
MATH 205 01 201302

that the semester starts in.

Spring semester: 02
course semester
Fall semester: 09

For More Information

For more information, please see the PLTC TutorTrac demo videos on our website
(new.wellesley.edu/pltc/tutortrac) or speak with a PLTC staff member.

Notes:
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