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How to Schedule a Tutoring Appointment and Find Drop-in Tutoring Hours

Log in to TutorTrac from the Writing and Learning Commons homepage (http://walc.wcu.edu)

On the Log In screen, enter your Student ID number (920) and PIN:

Western Carolina University

Welcome ta Western Caroina University

Academic

Students:Please enter your My CAT username (student ID) and PIN and click log in. UserName: 920000000

Catamount Academic Tutoring Center, 828-227-2274

Mathematics Tutoring Center, 828-227-3830 Password:
University Writing Center, 828-227-7197

From your main menu, click “Search Availability” on the left side of the screen:

(Main Menu | [ Log Off | [ Switch to Consultant profile |

Welcome!

| Document Post... |
Welcome, Students! To schedule a tutoring appointment, click "Search Availability..." on

(HELR ) Upcoming Appointments the left side of the screen. Then, select a Center from the "Center" drop-down menu

CAT appointment on B/6/2010 at 2:15 PM with Alexandra Witter, and select your dass from the "Section" drop-down menu.
section: CHEM242 60 20105, location: CAT Center-Hunter 30. g

Select “WalLC course tutoring” from the Center drop-down menu:

g 2 2y [0 hitp://15230.2149:81/TracWebd0/searchavail 4sp 17 - | |4~ Google P

WcCu s MyCat | | WebCat | | Banner . Index of file:///F:/Favo...

| < Search Availabilities x| | hitp://152.30.214.b40/reportOutdsp | + | |~

Westemn Carciing University

Key: | drepin lonl mulfipersen class orgroup | Move the mouse over an availability to view the location and other instructions.

Enter the search criteria and click Search.



http://walc.wcu.edu/

e Select your class from the “Section” drop-down menu. Note: It may take a few seconds for this menu
to populate with your current class schedule.

e For best results, do not change the “From” and “To” dates on the search screen; these dates will
automatically default to a date range of two weeks and will yield the most search results.

e To see all of the tutoring hours available for your class, do not select a consultant (i.e. tutor) from the
drop-down menu. If you select a consultant from the drop-down menu, you will only see the hours
available for that tutor.

e Click “Search”:

< !

Appointments must be scheduled 24 hours In advance using this system. Call the
appropriate Academic Success Center to find out If additional appointments are
avallable:

Enter the search criteria and click Search.
Caonsultant:

Sectlon:

CHOICEREQUIR
ections:
CHEM242 60 20105

Urganic Chemistry

CHEM272 10 20105 LAB

Other
WORK: Employees
Only!

Days:
MON_TUE WED THU FRI

On the “Available Time Slots” window, appointment hours will appear in yellow, and drop-in hours will
appear in light green:

Jant: EY.| drepin | lenl

muffiperson casergroup | Move Tmouse over an availability to view the location and other instructions.

itar:

T Wed Thu Fri Mon Tue

12/1/2010 12/2/2010 12/3/2010 12/6/2010 12/7/2010

ointments must be scheduled 24 hours in advance using this system. Your account has ovemdes, allowing you 10 ovemde any scheduling restrcions.

the appropriate Academic Success Center to find out if additional

ocintments are available:

Jeremy Bell Jeremy Bell Kristin Beeker
1sultant: 5:00 PM - 6:00 PM [0/5) 2:15 PM - 3:15 PM (O/5) 9:30 AM - 10:30 AM (0f5)
6:00 PM - 7:00 PM [0/5)
tion: 8:00 PM - 9:00 PM [0/5) Fiona MacNaughton
EM1390120108 11:00 AM - 12:00 PM [1/5) 9:00 AM - 10:00 AM (0/5)

2:00 PM - 3:00 FM

Stephanie James

11:00 AM - 12:00 PM [0/3)

I 2:00 PM - 3:00 PM [0/5) 8:00 PM - 9:00 PM [0/ 12:00 PM - 1:00 PM (073}
01/2010 -
: 1:00 PM - 2:00 PM [0/5)
Levi Mines Stephanie James 2:00 PM - 3:00 PM [0/5)

5:30 PM - £:30 FA : -7
1152010 530 FM - 630 FM 6:00 PM - 7:00 PM [0/5) ST D0
Z:00]eMLe5; D0IDM V) 4:00 BM - 5:00 BM (0/5)
0:00a to 11:59p Fiona MacNaughton e
TR EAN A 500 BM - 6:00 M [315) Levi Mines

4 = 4:00 PM - 5:00 PM {0/3)

6:00 PM - 7:00 PM [0/5)

7+0N DM - 2NN DM INISH

Kristin Beeker

2:00 PM - 3:00 PM [0/
3:00 PM - 4:00 PM [0/

Jeremy Bell

7:00 PM - 8:00 PM [0/
8:00 PM - 9:00 PM (0/5)

Catherine Denning
4:00 PM - 5:00 PM

Corey Harrington

6:00 PM - 7:00 PM (0/5)
7:00 PM - 8:00 PM [0/

8:00 PM - 9:00 PM (0/5)

Jeremy Bell
3:30 PM - 4:30 FM

Catherine Denning
11:00 AM - 12:00 PM [0/5)

12:00 PM - 1:00 PM [0/3)

Corey Harrington
3:00 PM - 4:00 BM [0/5)
4:00 PM - 5:00 BM [0/5)
&:00 PM - 7:00 BM [0/5)
7:00 PM - 8:00 BM [0/5)
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Levi Mines
T+NN DM - 2NN DM INEEL



e If you find a drop-in hour (shaded in light green) that works with your schedule, you do not need to
schedule an appointment; simply come to the Writing and Learning Commons during the time
designated, and the tutor will be ready to help you.

e If one of the appointment times (shaded in yellow) works better for your schedule, click on the time of
the appointment to schedule

e Be sure to check the date of the appointment and to record it in your planner:

Center: Key:| dropin | [ 1enl multlperson classorgroup  Move the mouse over an availability to view the location and other instructions.
el o ____Avalloble Time.Slots: oo |

Appointments must be scheduled 24 hours In advance using this system. Call the
appropriate Academic Success Center to find out If additional appointments are
available:

Fri
8/6/2010

Consultant:

Alexandra Witter
2:15 PM - 3:45 PM

Alexandra Witter

Section: 6:15 AM - 7:30 AM

CHEM242 60 20105
From

08/05/2010 [
To:

08/19/2010 [i

Time:

0:00a to 11:59p

Days:
MON_TUE WED THU FRI

"

An “Appointments Entry” box will appear.
e Enter your phone number. This information is secure and will be used only by WaLC staff members in
the event that your appointment needs to be cancelled or rescheduled.
e Inthe “Notes” box, enter information about specific topics you would like to cover during your tutoring
session (see below for an example). This information will help your tutor prepare for your session.
e Click “Save”

StudenM Staff: Alexandra Witter

Appointment Info

Center:[ CAT &

Subject: CHEM242

Time: 2:15 PM To: 3:45 PM

one: 8282271111

halides {(Ch. 10).

Motes:

Created 000000 af 00:00:00 by
Modifled 00,/00/00 at 00:00:00

Save |




Go back to your main menu by clicking “Main Menu” on the top left corner of the screen:

08/05/2010 =

To:
08/19/2010 =

\..) Key:| dropin | lenl | mult-persen clessergroup = move the mouse over on availability to view the location ond other instructions.

CAT L A;Avdlloble Time Slots:oo |
Appointments must be scheduled 24 hours In advance using this system. Call the Fri Mon
appropriate Academic Success Center to find out if additional appointments are
avallable: 8/6/2010 8/9/2010
Consultant:
Alexandra Witter Alexandra Witter
Section: 2:15 PM - 3:45 PM 6:15 AM - 7:30 AM
CHEM242 60 20105
From

e Your appointment will appear under the Welcome tab.
e Write down your appointment on your calendar so you don’t forget!

83

Welcome, Students! To schedule a tutoring appointment, click "Search Availability..." on
Upcoming Appointments the left side of the screen. Then, select a Center from the "Center" drop-down menu

CAT appointment on 8/6/2010 at 2:15 PM with Alexandra Wittes and select your class from the "Section" drop-down menu.
section: CHEM242 60 20105 , location: CAT Center-Hunter 30. 0

How to Schedule an Academic Skills Consultation

Academic Skills Consultants are successful students who have been trained to help you identify effective
strategies for time management, studying, reading, note taking, and test preparation. Consultants are
available to meet with you individually to discuss your learning style and to offer strategies that you can

incorporate into your daily routine.

e To schedule an appointment with an Academic Skills Consultant, follow the instructions above for

scheduling a tutoring appointment.
e On the “Section” drop-down menu, select “Academic Skills Consultation”:

TR

Appointments must be scheduled 24 hours in advance using this system.
Call the zppropriate Academic Success Center to find out if additional
appointments are available:

Consultant: Enter the search criteria and click Search.

Section:
CHOICEREQUIRED

WORK: Employees Only!




Appointment Confirmation Emails

Once your tutoring or Academic Skills Consultation appointment is scheduled, an appointment confirmation
email will be sent to your catamount email address from successcenters@email.wcu.edu.
e Do not reply to the email message.
e If you need to cancel your appointment, follow the instructions below for cancelling an appointment in
TutorTrac, or call the WalLC at 828-227-2274.

Date: Wed, 4 Aug 2818 89:28:33 -84e8
From: successcenters@email.wcu.edu

Subject: Bell, Jeremiah Fuller Appointment Confirmation Writing, CAT, and Mathematics

To: successcenters@email .weu.edu

Bell, Jeremiah Fuller,
Please do not reply; this is an automated message.
You have the following appointment:

Tutor: Witter, Alexandra
Subject: CHEM24Z 6@ 28185
Date: 8/6/2018

Time: 6:88 AM

Location: -Hunter 38
Notes:

Please be on time and prepared to collaborate. Bring any assignments, notes, books, or other material you will need to participate in
the session. If you are unable to keep this appointment, please call ahead to cancel (CAT Center: 227-2274). If you miss three
scheduled appointments in a semester, you will not be allowed to schedule any future appointments.

WaLC Appointment Scheduling, Attendance, and Cancellation Policies

Appointment Scheduling:

With the exception of drop-in hours, students are required to have an appointment with a tutor. If a classmate
invites you to participate in a tutoring session that he/she has scheduled, check with the WaLC receptionist
first to make sure seats are available. Students who have appointments scheduled will take precedence, and
tutors may elect not to allow extra students to join a session if all of the seats for that session have been filled.

Appointment Attendance:

Tutors are students, too, and they have busy schedules! Course tutors only report for work when they have
appointments scheduled, so please respect their time: keep your appointments; show up on time; and bring
your textbook, lecture notes, homework attempts, and any questions you have about the material. Students
who repeatedly miss or arrive late for appointments may lose their tutoring privileges (see Appointment
Cancellation Policy for more information).

Appointment Cancellations:

e Please provide 12 hours advance notice if you must cancel a tutoring appointment or academic skills
consultation.



e If you are unable to keep a scheduled appointment and you do not cancel the appointment in advance,
your appointment will be labeled “missed.”

o After three “missed” appointments, you will not be allowed to schedule future appointments until you
have visited the WaLC to speak with the Director.

How to Cancel an Appointment

e You can cancel an upcoming tutoring appointment up to 12 hours in advance by calling the WalLC at
828-227-2274 or by cancelling the appointment in TutorTrac.

e Go to your TutorTrac main menu and select the appointment that you wish to cancel from your list of
“Upcoming Appointments.”

e Click the &3 at the end of the appointment description:

Welcome, Students! To schedule a tutoring appointment, click "Search Availability..." on
Upcoming Appointments the left side of the screen. Then, select a Center from the "Center" drop-down menu

CAT appointment on 8/6/2010 at 2:15 PM with Alexandra Witter, and select your class from the "Section" drop-down menu.
section: CHEM242 60 20105 , location: CAT Center-Hunter 30. [x]

e Inthe Appointment Cancellation window, type your reason for cancelling the appointment.
e C(Click “Confirm Cancellation.”

Are you sure you want to cancel this appointment?
Enter a reason for the cancellation and click Confirm Cancellation.

Details:
CAT appointment on 8/6/2010 at 2:15 PM with Alexandra Witter, section:
CHEM242 40 20105, location: CAT Ce

I talked with my professor after class,

[ Confirm Canneilatinl/

e

[ Keep Appointment




