TutorTrac Scheduling Instructions
Appointments display 18 hours in advance and cannot be scheduled before then.

Link to TutorTrac http://tutorapp.bd.psu.edu/
	On the left sidebar, in the “Student Options” box, select “Search Availability”
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Select whether you want tutoring for a particular course (All Tutoring) or Writing Tutoring.
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Select the course (under section) 

Select the Online or 
Library Location (in-person appointments) 

Select date range 



Select time range 




Select search button
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You will see the available tutors for the course during the time range you selected.  Green highlights mean that you can schedule a one-on-one appointment with any of those tutors. Blue highlights (Drop-in Hours, Guided Study Groups, and Exam Prep) don’t require an appointment, just Zoom in! (Zoom Links are on the TutorTrac Main Menu)
[bookmark: _GoBack]

	
To schedule a one-on-one appointment, click on a green box that has the date/time you want.  The following window will open.   (Your course will appear next to “Subject.”) 


	[image: ]
You can increase the duration of the appointment to 60 minutes if the tutor is available.  Please indicate your goals for the session in Notes.  You can also add a reason, phone number, or any notes that pertain to the material. 

Save the appointment! A confirmation message will be sent to your Penn State email address. If you need to cancel the appointment, you must do so at least two hours in advance in order to avoid getting a “No-Show” on your TutorTrac account.

FOR ONLINE APPOINTMENTS, LOG INTO TUTORTRAC 15 MINUTES BEFORE YOUR APPOINTMENT.  A message with your Zoom link will appear  at the bottom of the TutorTrac Main Page.


	
Sign up for text alerts that will remind you of your upcoming appointments!

(Located on the right sidebar of TutorTrac Main Page)





For problems, contact the Learning Resource Center at 814-898-6140; bdtutor@psu.edu; 
or at 203 Lilley Library from 8:00 a.m. to 5:00 p.m., Monday - Friday
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Important information about tutoring options:

Appointments only display 18 hours in advance, so you cannot schedule an
ed appointment before then.

Drop-in tutoring, Guided Study Groups and Exam Prep display whenever
available. No appointment necessary.

| - Important COVID information:

A All in-person tutoring is held in the Lilley Library on the second floor. Report to
Act the LRC Reception Desk at the top of the stairs prior to your appointment.
Arrive wearing a mask and use the hand sanitizing station located next to the
Reception Desk.

Tutoring stations will be cleaned between appointments, so wait for the

- receptionist to notify you that your tutor is ready to work with you.

Maintain social distancing throughout your appointment.
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ALL Tutoring in searching for available appointment
Writing Tutoring Enter the search criteria and click Search.

INSTRUCTIONS FOR SEARCHING

1. Click the drop down menu and select a center from the menu
2. Search for available times by selecting a Section and Location
3. Click the search button at the bottom of the screen

IN-PERSON COURSES

« Zoom or in-person appointments are available. Search by location field if you have a preference. See a course
list for which in-person tutoring is offered at: ADD WEBLINK

NO-SHOW POLICY and CANCELLATION POLICY

« If you miss an appointment, that is considered a No-Show on your TutorTrac record.

« Two hours of advance notice is required for appointment cancellations. If you do not cancel before that time, it
is considered a No Show.

« After two No-Shows, you will be unable to schedule an appointment for the rest of the semester. However, you
mayy still attend Drop-in, Guided Study Group and Exam Prep sessions.

« To get information about reinstating your scheduling privileges, email bdtutor@psu.edu
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