Checking Your Co-op Schedule:

If you have regularly scheduled tutoring hours in the Learning Co-op, there a few things you
need to know:

1. If you are a tutor paid wages rather than using Work Study funds, you will not be
paid if you do not have an appointment scheduled.

2. If you are paid in wages and do not have an appointment, you are not expected
to come in to the Co-op.

3. You will need to check your schedule on TutorTrac regularly to determine
whether or not you need to come in. Be sure to check the schedule as close to
the start of a session as possible (at least an hour before!)

4. If you are paid using Work Study funds, you are expected to come in to the Co-op
whether or not an appointment has been scheduled with you, and you will be
paid for this time.

To check your schedule and determine whether or not you have an appointment, choose the
“Schedule” link on the left side of the Main Menu screen.

Center Status | _Utilization

Trac Navigation: Log Student: Log Resource:
Q logstudent:| Q. logResource:[ QL
% Quick Reports TutorTrac Main Menu
Click Reports to generate a T Welcome!

report.

Click Custom to create a custom report.

m Appointment
- Click to view the schéi

You may also search for
availabilities.

Create a Quick Visit
Create a Batch Visit

ﬁ } Log a Student Visit
‘ D]

1 visits found  Page 1 of 1P

D Time In Reason
952719933 =, 4/8/2011

Kane, Leanne  ='9p3am  Comeuteria

€ D)« >




If it has not already been automatically chosen, choose your name from the list of
consultants to the left of the calendar to bring up your schedule specifically. Choose the
date/week you would like to see from the calendar in the top left corner of the screen. You

will be able to see your open availabilities and appointments that have been scheduled in
TutorTrac.
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