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Scheduling a dtoring Appointment with the Student Success Center
(SSCdr Writing Center

1. Click on the TutorTrac link on the

Student Success Center webpalgeps://www.nwmissouri.edu/StudentSuccess/

Or

Bearcatogin Pagehttps://www.nwmissouri.edu/login/

2. The following screen will show up. Log in using your Northwest credenyials S number and email
password.

Northwest Network Account Login

Sign in to your account

3. Once you have logged in, the screen should look like this.

N

NORTHWES'
TutorTrac Main Menu

,
)

‘Welcome!

lick "Search

Welcome! To schedule a tutoring appointment at the Student Success Center (SSC) or the Writing Center, please cli
Availability..." on the left hand side of your screen.

To view the current walk-in tutoring schedule for the SSC, click here: Walk-in Tutoring Schedule
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Availability..." on t

To view the currer


https://www.nwmissouri.edu/StudentSuccess/
https://www.nwmissouri.edu/login/

4. This is the screen that should appear.

Canter Key:| dropin | [lenl | multiperson class orgroup = move the mouse over an availability o view
v -
[ V] Avail

Choose a center to begin searching for available appointment slots. Pick "S5C
Tutoring” for a Student 3uccess Center tutoring appointment and "Writing Cenfer L. .
for a Writing Cenfer appointment. Enter the search criteria and click Search.
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appointments available in the Writing Center.

55C Tutoring

Writing Center  |gin s=crchinf for available appointm:
Znter tutoring appointment

5. After you pick your choice of Center, this is the screen that should appear.

Center Key: | dropin | ISR | muiti-person class orgrove | Move the mouse over an availability to view the location and other instructions.
SR Available Time Slots:

Please pick the class you would ike fo search for under "Section:” and pick the
gote range for the appointment search L

Enter the search criteria and click Search
If you would fike fo see the walk-in futering schedule, please click here: Walk-in
Tutoring Schedule.
When you find the fimesiof you desire. just click onif.
section:

CHOICE REQUIRED

From:

F 8/08/2017 =8

To:

F 8/23/2017 78

Tirme:

0:00ato 11:59p

Days:
MON _TUE WED THU FRI

Search



c ® ! y RS NJuse{ths doivi a2rgiMgick the course that you would like to search appointments
for ForY2NB AYyF2NXYI GA2Y Fo2dzi a&a{ (dzR&

guestions section.

Center:

SSC Tutoring v

{1AfEa¢ I yR

Please pick the class you would like to search for under "Section” and pick the

date range for the appointment search.

If you would like fo see the walk-in tutoring schedule, please click here: Walk-in

Tutoring Schedule.

When you find the fimeslet you desire, just click on it

section: / Pick the course you are
ACCT5120109 1720 looking for assistance in.
Sections:

ACCTS1201 09 1720 ACCOUNTING |
MoGEA
Study Skills

7. Edit the date range, times, and days as desired. It is recomméhdegou use the default settings

on these parameters.

Center:

| SSC Tutoring V|

Please pick the class you would like to search for under "Secfion:” c
date range for the appointment search.

If you would like to see the walk-in futoring schedule, please click
Tutoring Schedule.

When you find the timesiot you desire, just click onit.

Section:

ACCTS51201 09 1720

From:

Change these settings as
desired.

EBJ’DQFQDT? B <«
To: /
F58323f2[}17 |

Timne:

0:00a to 11:5%9p

Days:
MOMN _TUE WED THU FRI

Search
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y® / fA01 G{SINOKE:¢ (2 amheavaiadlé appubitineatsili appedr ki thie

right-hand side. Green means it is 4 Bppointmen while yellow is a group appointment and you will

potentiallybe scheduled witlothers in that appointmentPick the time that works best for your
schedule by clicking on the time.

Center (e'y": multi-person claes [oOUp

SSC Tutoring Vv

Please pick the class you would like to search for under "Section:” and pick the
date range for the appointment search.

Fri
8/11/2017

kik[ ]
il 10:00 AM - 11:00 AM
10:30 AM - 11:30 AM

8/10/2017

If you would like o see the walk-n tutoring schedule, please click here: Walk-in
Tutoring Schedule.

When you find the fimeslot you desire, just click on it.

Section:

ACCT51201 021720 12:30 PM - 1:30 PM
From:

EBIDQJ’ZD'I 7 B

To:

8/23/2017 =4

0:00a to 11:59p

Days:
MON TUE WED THU FRI

move the mouse over an o

NB

a1



9. In the dialog box that appears, you will need to enter a reagour cell phone number, and any
notes for the appointment.

For the Student Success Cent&lra 2y ogAff Ffgleda 0SS ac¢dzi2aNRAYy3IE | yR
C2NJ GKS 2NARGAY3 /SYGSNE NBlFazy o6Af fionfofygut®@a 0SS a2 N
select.

Ly GKS ab2GSavyé aSOliAazy @2dz Oy SYGSNIIlyeée AyTF2NXI
you would like the tutor to know in advance. If you are trying to schedule an online tutoring session,

LX S asS Llzi daihtid nbtgsSectionni the\tlitoy WilEbe expecting to meet you in person.

NOTE The Writing Center does not offer online appointments at this time.

Appointments Enfry (X |

student: Staff:
N

Appointment Info

Please enter your cell phone number under "phons.

For Visit Motes: type addifienal information that your tutor should know, type "online appointment” if your w S I é 2 y 7\ é_ I f é
appointment needs fo be online, or leave it blank otherwise.

Center:|SSC Tutoring Vv

subject: ACCT51201 09 1720 Please enter your phone

oo 7 number.
Date:8/10/2017 iw=r000a () To: 10:0
phone:L_— ]

Enter any notes or
informationfor the tutor.

Motes:

Save v

When completed, it should look something like this:

Appointments Enfry (%]

Studen Sfcﬂ:l:l
N

Appointment Info
Please enter your cell phone number under "phone.

For Visit Notes: type addifional information that your tutor should know, type “online appointment” if your
appeintment needs to be online, or leave it tlank othenwize.

Center:| SSC Tutoring v

subject: ACCT51201 09 1720
Reason: Tutoring

Date:8/10/2017 Time: 9:00a €9 To: 10:00a €
[E55-555-5555

Phone:

Ldditional Notes

MNotes:

Created 00/00/00 a 0:00 by
Medified 00/00/00 ot 00:00:00 by
Save v
8. Clickdt gved ¢ 2dz aK2dZA R 3SG | O2yFANNIEGA2Y SYIFAf &AGE



To @Gneel an Appointment

Cancelling an appointment you can no longer attend is really important so other students can get the
assistance they need. It is best if you can cancel up to 24 hours in advance.

1. Click on the TutorTrac link on tBearcat_ogin Pagehttps://www.nwmissouri.edu/login/

2. The following screen will show up. Log in using your Northwest credengials S number and email
password.

Northwest Network Account Login

Sign in to your account

od ¢2 OFyOSt Iy IFWRAY(GYSyGs t221 G GKS FLWLRAYGY
and click the little cirle with an X in the middle of it next to the appointment you would like to cafcel.
new dialog box will open.

Welcome!
Welce
Upcoming Appointments (SSC)
55C Tutoring appointment on 8/10/2017 at 00 AM witt| | side ¢
[ reses >ng, section: ACCT51201 09 1720

ACCOUNTIN :
‘ To vie
Tutor


https://www.nwmissouri.edu/login/

4. You can enter geason for cancelling the appointment to let your tutor know. When complete, hit
G/ 2y FANY [/ I yOSttl A2y dé

Appointment Cancellation %]

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

Details:
SSC Tutoring appointment on 8/11/2017 a
reason: Tutoring, section: ACCT51201 09 1

t 2:30 PM with |
720 ACCOUNTTNGT

Reason:

Keep Appointment Confirm Cancellation

No Tutoring Appointments Available
When searching for appointments, sometimes no results can be f@aeelthe message belowjhis
may mean thawe have no one available to assist you in that course, but please contact the Student
Success CentéBSChy calling, emailing, or visiting to make suiwen if no appointmestareavailable,
the SSC staff will be able to connect you with additionsbueces.

Key:| dropin loni mult-person closs or group | Move the mouse over an availability to view the location and other insfructions.

Available Time Slofs:

Mo results found.
There may be other options for assistance though.

Flease check out the walk-in tutoring schedule online ot Walk-in Tutoring Schedule
or give us a call at 660-562-1726 or visit the Student Success Center [SSC) on the 2nd floor of the library to leam about additional resources.

Contact Information:

Student Success Center

2" Floor B.D. Owens Library
660.562.1726 | 660.562.1695
studentsuccess@nwmissouri.edu



mailto:studentsuccess@nwmissouri.edu

Scheduling appointments via a Mobile Device

1. Open a web browser on your phone and click on the TutorTrac link on the Bearcat Login Page:
https://www.nwmissouri.edu/login/

2. Log in using your s# and your email password.

Northwest Network Account Login

Sign in to your account

User Name

Password

Sign In

3. Your screen shoulldok similar to the ondelow will pop up and to schedule an appointment you will
Ot AO1 2y da{SIFINDOK ! @lIAfloAfAlREDE

MobileTrac nhone.

Logged in asl I
Welcome! >
< Search Availability >
Contact Us >
Receive Text Alerts >
Log Out

switch to full version



https://www.nwmissouri.edu/login/

4.UaS GKS &/ Sy (SN pidR alfBer dheRtaddeny Sutcésbl@estarthe Writing Center.

Click the optionyouneedt { £ dzi 2 NAy 3¢ oAt f &SEFNOK F2N) Gdzi2zNAy3 |
{dz008aa /SyYdSNI FYyR G2NAGAY3 /SydSNE sAff aSHNDK ¥
Writing Center.

MobijleTrac nhone

Logged in as| I
Welcome! >
Search Availability ~

Enter the search criteria and click
Search.

Center:

Choose a center to begin searching for
available appointment slots. Pick "SSC
Tutoring" for a Student Success Center
tutoring appointment and "Writing Center" for
a Writing Center appointment.

5. Use the drop down arrow under section to select the coursgybu are seeking tutoring for.

Center:

SSC Tutoring |4

Choose a center to begin searching for
available appointment slots. Pick "SSC
Tutoring" for a Student Success Center
tutoring appointment and "Writing Center" for
FRL CeTTteTappesatment.

Section:
MATH17114 12 1510

From:

08/15/2017 [
To:

08/29/2017
Time:

(1:00PM n to (2:00 PM n

Days:
MON TUE WED THU FRI

Search

10



6. Edit the date range, times, and days as desired. It is recommended that you use the default settings
on these parameters.

Center:

SSC Tutoring |4

Choose a center to begin searching for
available appointment slots. Pick "SSC
Tutoring" for a Student Success Center
tutoring appointment and "Writing Center" for
a Writing Center appointment.

Section:
MATH17114 12 1510

8/15/2017 i

To:
08/29/2017 &

[=]

Time:

(1:00 PM nto[Z:OO PM n

Days:
MON TUE WED THU FRI

Search

7.Clicka { S | aniDtKetresults that appeaare thetimes thetutors are available durig the days and
times you indicated. Select the appointment time that works best forkyoalicking on it

Tue
8/15/2017
I

2:00 PM - 3:00 PM
3:00 PM - 4:00 PM

Wed
8/16/2017

1:00 PM - 2:00 PM

Tue
8/22/2017
I I

1:00 PM - 2:00 PM

11



8 bSEGI GKS ! LILRAY G YSy i Auwi debidtcenter & fedsonlydurdeltzL) 2 y
phone number, and any notes for the @agintment.

C2NJ GKS {ddzRSyid { dz00Sa S
C2NJ GKS 2NAGAY3 /SYGSNE NBI
select.

NE NBI &2y 6Att LEglh e
Yy 6Aff Ltgled 0S5 a2 N

Ly G4KS dab 2 ( $an¥nter amySrioinfatby abdutwdere you are struggling or information
you would like the tutor to know in advance. If you are trying to schedule an online tutoring session,
L SFasS Lilzi ahyftAyS ¢dzi2aNAy3IE Ay ioknéetyRinipdraona SOG A2 Y

NOTE The Writing Center does not offer online appointments at this time.

At the bottom of the screen you can set up text remind@tease refefi 2  $ign3Up for Text Alerts &
Reminders (G2 € SINY Y2NB lo62dzi (KAa 2LIGA2Y D

Appointments Entry o/
Student: Staffil I

Appointment Info

Please enter your cell phone number under
"phone.”

For Visit Notes: type additional information that
your tutor should knOW, type online appointment if your
appointment needs to be online, or leave it blank
otherwise.
Center:
Subject: MATH17114 12 1510
Reason: Tutoring
ate: 8/16/2017
Time: 1:00PM 10 2:00 PM

111-111-1111
Phone:

Notes:

Created 00/00/00 at 00:00:00 by
Modified 00/00/00 at 00:00:00 by

' Save

Would you like to sign up for text
messaging reminders for your appointments?

9. After you hit, save yocan returnto the main menuand you should receive a confirmation email

12



Sign Up for Text Alerts & Reminders

1. Open a web browser on your compuiand click on the TutorTrac link on the Bearcat Login Page:
https://www.nwmissouri.edu/login/

2. Log in using your s# and your email password.

Northwest Network Account Login

Sign in to your account

User Name

Password

Sign In

od ¢KS AONBSY o0Stz26 ¢ G2 GKS NRIKG
remindersnone L ¥ @2dz gAaK (2 NEYAYRSNA OKSO

nvu

Student Success Center (55C) or
' on the left hand side of your

ur appointment.

or schedule appointments.

SSC, click here: Walk-in Tutoring

13


https://www.nwmissouri.edu/login/

4. The screen below will pop up. Next, look at the SMS settings at the bottom of the screen. It has
already selected 60 minutes and checked all the boxes by default. You cankiboltes and change
the remindertime if you wish.

a. Box 1 indicates that you want to receive text reminders for your appointments.
b. Box 2 indicates you want to receive a d¢onétion text reminder when an appointment is
scheduled
c.Box 3 indicates you want to receive a text message wiemappointmentis cancelled
d. Box 4 indicates that yaare ok receiving texting updates/messages frdra Student Success
Center.

NOTE:DOIOTKA G a{ @S {SGlGAy3aé¢ eSio

You can activate
text reminders now

ou can turn on fext reminders fo

¥ Activate

Personal Codelere |@m59tral:.c°m

This activafion code will expire Change these
settings &
desired.

14



5. Next, you will get a personal code in bold lettérsu will use thathat bolded code and send a text
message to it.

your appointment.
el or schedule appointments.

he SSC, click here: Walk-in /

| (Eersonal Codelere bmsglrac.com

T~

~—~——

This acfivation code will expirs
within o r

T Yo =W A R

6. Use that code to send a text message (use it for the number) and use the code asagenes

New MMS Cancel
Personal Code Herel Imsgtrac.com
Personal Code Her4@m sgtrac.com' 0

15
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'  You can activate
text reminders now

You can turn on fext reminders to
receive an M3 message on your
mobile device reminding you of
important appointments in our
center.

Standard SM3 Message rafes may
apply.

¥ Activate

To complete the activation, send
an 3MS message from your mobile
device fo:

Personal Code Here@msgtrac.com

This activation code will expire
within one hour.

By sending any M3 message to the
above address, you agree to
receive fext massages from our
center.

M3 Setfings:

Receive SME rminutes
pricr to the appointment.

W raceive cppt reminders vio
SMS.

#WIzeceive oppt confirmations
wig SMA.

#Izeceive oppt cancellations
via SMS.

#Izeceive other center bullsting
Vi SMS.

| Sawve Setfings |

16
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8. Go back to your text message and send it.

Personal Code Here

Personal Code Here

9. You should now receive text messadem the systemegarding appointments.
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