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Scheduling a Tutoring Appointment with the Student Success Center 

(SSC) or Writing Center  
1. Click on the TutorTrac link on the  

Student Success Center webpage: https://www.nwmissouri.edu/StudentSuccess/  

Or  

Bearcat Login Page: https://www.nwmissouri.edu/login/  

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

password.  

 

 

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

¢ƻ ǎŎƘŜŘǳƭŜ ŀ ǘǳǘƻǊƛƴƎ ŀǇǇƻƛƴǘƳŜƴǘΣ ŎƭƛŎƪ ά{ŜŀǊŎƘ !ǾŀƛƭŀōƛƭƛǘƛŜǎΧέ ƻƴ ǘƘŜ ƭeft-hand side of the screen. 

 

https://www.nwmissouri.edu/StudentSuccess/
https://www.nwmissouri.edu/login/
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4. This is the screen that should appear. 

 

¦ƴŘŜǊ ά/ŜƴǘŜǊΥέ ǇƛŎƪ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ŎŜƴǘŜǊΦ ά{{/ ¢ǳǘƻǊƛƴƎέ ǿƛƭƭ ǎŜŀǊŎƘ ŦƻǊ ǘǳǘƻǊƛƴƎ ŀǇǇƻƛƴǘƳŜƴǘǎ 

ŀǾŀƛƭŀōƭŜ ƛƴ ǘƘŜ {ǘǳŘŜƴǘ {ǳŎŎŜǎǎ /ŜƴǘŜǊ ŀƴŘ ά²ǊƛǘƛƴƎ /ŜƴǘŜǊέ ǿƛƭƭ ǎŜŀǊŎƘ ŦƻǊ ǿǊƛǘƛng tutoring 

appointments available in the Writing Center.  

 

5. After you pick your choice of Center, this is the screen that should appear.  
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сΦ ¦ƴŘŜǊ ά{ŜŎǘƛƻƴΥέ, use the down arrow to pick the course that you would like to search appointments 

for. For ƳƻǊŜ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ά{ǘǳŘȅ {ƪƛƭƭǎέ ŀƴŘ άaƻD9!Σέ ǇƭŜŀǎŜ ǊŜŦŜǊ ǘƻ ǘƘŜ ŦǊŜǉǳŜƴǘƭȅ ŀǎƪŜŘ 

questions section.  

 

 

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

on these parameters.  

 

Pick the course you are 

looking for assistance in.  

Change these settings as 

desired.   
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уΦ /ƭƛŎƪ ά{ŜŀǊŎƘέ ǘƻ ǎŜŜ ǘƘŜ ǊŜǎǳƭǘǎ ǘƘŀǘ ŀǊŜ ŀǾŀƛƭŀōƭŜΦ The available appointments will appear on the 

right-hand side. Green means it is a 1-1 appointment while yellow is a group appointment and you will 

potentially be scheduled with others in that appointment. Pick the time that works best for your 

schedule by clicking on the time. 
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9.  In the dialog box that appears, you will need to enter a reason, your cell phone number, and any 

notes for the appointment.  

For the Student Success Center, rŜŀǎƻƴ ǿƛƭƭ ŀƭǿŀȅǎ ōŜ ά¢ǳǘƻǊƛƴƎέ ŀƴŘ ƛǎ ǘƘŜ ƻƴƭȅ ƻǇǘƛƻƴ ŦƻǊ ȅƻǳ ǘƻ ǎŜƭŜŎǘΦ 

CƻǊ ǘƘŜ ²ǊƛǘƛƴƎ /ŜƴǘŜǊΣ ǊŜŀǎƻƴ ǿƛƭƭ ŀƭǿŀȅǎ ōŜ ά²ǊƛǘƛƴƎ !ǎǎƛǎǘŀƴŎŜέ ŀƴŘ ƛǎ ǘƘŜ ƻƴƭȅ ƻǇǘion for you to 

select.  

Lƴ ǘƘŜ άbƻǘŜǎΥέ ǎŜŎǘƛƻƴ ȅƻǳ Ŏŀƴ ŜƴǘŜǊ ŀƴȅ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ǿƘŜǊŜ ȅƻǳ ŀǊŜ ǎǘǊǳƎƎƭƛƴƎ ƻǊ ƛƴŦƻǊƳŀǘƛƻƴ 

you would like the tutor to know in advance. If you are trying to schedule an online tutoring session, 

ǇƭŜŀǎŜ Ǉǳǘ άhƴƭƛƴŜ ¢ǳǘƻǊƛƴƎέ in the notes section or the tutor will be expecting to meet you in person.   

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

 

When completed, it should look something like this:  

 

8.  Click ά{aveΦέ  ¸ƻǳ ǎƘƻǳƭŘ ƎŜǘ ŀ ŎƻƴŦƛǊƳŀǘƛƻƴ ŜƳŀƛƭ ǿƛǘƘ ǘƘŜ ŘŜǘŀƛƭǎ ƻŦ ǘƘŜ ŀǇǇƻƛƴǘƳŜƴǘ ȅƻǳ ǎŎƘŜŘǳƭŜŘΦ  

wŜŀǎƻƴ ƛǎ ŀƭǿŀȅǎ ά¢ǳǘƻǊƛƴƎΦέ   

Please enter your phone 

number. 

Enter any notes or 

information for the tutor. 



7 
 

To Cancel 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 the Bearcat Login Page:  https://www.nwmissouri.edu/login/  

 

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

password.  

 

оΦ ¢ƻ ŎŀƴŎŜƭ ŀƴ ŀǇǇƻƛƴǘƳŜƴǘΣ ƭƻƻƪ ŀǘ ǘƘŜ ŀǇǇƻƛƴǘƳŜƴǘǎ ǳƴŘŜǊ ǘƘŜ ά¦ǇŎƻƳƛƴƎ !ǇǇƻƛƴǘƳŜƴǘǎέ ǎŜŎǘƛƻƴ 

and click the little cirle with an X in the middle of it next to the appointment you would like to cancel.  A 

new dialog box will open.  

 

https://www.nwmissouri.edu/login/
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4. You can enter a reason for cancelling the appointment to let your tutor know. When complete, hit 

ά/ƻƴŦƛǊƳ /ŀƴŎŜƭƭŀǘƛƻƴΦέ  

 

No Tutoring Appointments Available  
When searching for appointments, sometimes no results can be found (see the message below). This 

may mean that we have no one available to assist you in that course, but please contact the Student 

Success Center (SSC) by calling, emailing, or visiting to make sure. Even if no appointments are available, 

the SSC staff will be able to connect you with additional resources.  

 

 
Contact Information:  
 
Student Success Center 
2nd Floor B.D. Owens Library 
660.562.1726 | 660.562.1695 
studentsuccess@nwmissouri.edu  

  

mailto:studentsuccess@nwmissouri.edu
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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.  

 

3. Your screen should look similar to the one below will pop up and to schedule an appointment you will 

ŎƭƛŎƪ ƻƴ ά{ŜŀǊŎƘ !ǾŀƛƭŀōƛƭƛǘȅΦέ  

 

https://www.nwmissouri.edu/login/
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4. UǎŜ ǘƘŜ ά/ŜƴǘŜǊέ ŘǊƻǇ Řƻǿƴ ŀǊǊƻǿ to pick either the Student Success Center or the Writing Center. 

Click the option you need. ά{{/ ¢ǳǘƻǊƛƴƎέ ǿƛƭƭ ǎŜŀǊŎƘ ŦƻǊ ǘǳǘƻǊƛƴƎ ŀǇǇƻƛƴǘƳŜƴǘǎ ŀǾŀƛƭŀōƭŜ ƛƴ ǘƘŜ {ǘǳŘŜƴǘ 

{ǳŎŎŜǎǎ /ŜƴǘŜǊ ŀƴŘ ά²ǊƛǘƛƴƎ /ŜƴǘŜǊέ ǿƛƭƭ ǎŜŀǊŎƘ ŦƻǊ ǿǊƛǘƛƴƎ ǘǳǘƻǊƛƴƎ ŀǇǇƻƛƴǘƳŜƴǘǎ ŀǾŀƛƭŀōƭŜ ƛƴ ǘƘŜ 

Writing Center. 

 

5. Use the drop down arrow under section to select the course that you are seeking tutoring for.  

 



11 
 

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

on these parameters.  

 

7. Click ά{ŜŀǊŎƘέ and the results that appear are the times the tutors are available during the days and 

times you indicated.  Select the appointment time that works best for you by clicking on it.  
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8Φ bŜȄǘΣ ǘƘŜ ά!ǇǇƻƛƴǘƳŜƴǘǎ 9ƴǘǊȅέ ǿƛƭƭ ǇƻǇ ǳǇ ƻƴ ǘƘŜ ǎŎǊŜŜƴ. You will need to enter a reason, your cell 

phone number, and any notes for the appointment.  

CƻǊ ǘƘŜ {ǘǳŘŜƴǘ {ǳŎŎŜǎǎ /ŜƴǘŜǊΣ ǊŜŀǎƻƴ ǿƛƭƭ ŀƭǿŀȅǎ ōŜ ά¢ǳǘƻǊƛƴƎέ ŀƴŘ ƛǎ ǘƘŜ ƻƴƭȅ ƻǇǘƛƻƴ ŦƻǊ ȅƻǳ ǘƻ ǎŜƭŜŎǘΦ 

CƻǊ ǘƘŜ ²ǊƛǘƛƴƎ /ŜƴǘŜǊΣ ǊŜŀǎƻƴ ǿƛƭƭ ŀƭǿŀȅǎ ōŜ ά²ǊƛǘƛƴƎ !ǎǎƛǎǘŀƴŎŜέ ŀƴŘ ƛǎ ǘƘŜ ƻƴƭȅ ƻǇǘƛƻƴ ŦƻǊ ȅƻǳ ǘƻ 

select.  

Lƴ ǘƘŜ άbƻǘŜǎΥέ ǎŜŎǘƛƻƴ ȅƻǳ can enter any information about where you are struggling or information 

you would like the tutor to know in advance. If you are trying to schedule an online tutoring session, 

ǇƭŜŀǎŜ Ǉǳǘ άhƴƭƛƴŜ ¢ǳǘƻǊƛƴƎέ ƛƴ ǘƘŜ ƴƻǘŜǎ ǎŜŎǘƛƻƴ ƻǊ ǘƘŜ ǘǳǘƻǊ ǿƛƭƭ ōŜ ŜȄǇŜŎǘƛƴƎ to meet you in person.  

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

At the bottom of the screen you can set up text reminders. Please refer ǘƻ ǘƘŜ άSign Up for Text Alerts & 

Remindersέ ǘƻ ƭŜŀǊƴ ƳƻǊŜ ŀōƻǳǘ ǘƘƛǎ ƻǇǘƛƻƴΦ   

 

 

9. After you hit, save you can return to the main menu and you should receive a confirmation email.  

 



13 
 

Sign Up for Text Alerts & Reminders 
1.  Open a web browser on your computer 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.  

 

 

оΦ ¢ƘŜ ǎŎǊŜŜƴ ōŜƭƻǿ ǿƛƭƭ ŀǇǇŜŀǊΦ Dƻ ǘƻ ǘƘŜ ǊƛƎƘǘ ǎƛŘŜ ƻŦ ǘƘŜ ǎŎǊŜŜƴ ǿƘŜǊŜ ƛǘ ǎŀȅǎ ά¸ƻǳ Ŏŀƴ ŀŎǘƛǾŀǘŜ ǘŜȄǘ 

reminders now.έ LŦ ȅƻǳ ǿƛǎƘ ǘƻ ǊŜŎŜƛǾŜ ǘŜȄǘ ǊŜƳƛƴŘŜǊǎ ŎƘŜŎƪ ǘƘŜ ōƻȄ ƴŜȄǘ ǘƻ ά!ŎǘƛǾŀǘŜΦέ  

 

https://www.nwmissouri.edu/login/
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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 can uncheck boxes and change 

the reminder time 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 confirmation text reminder when an appointment is 
scheduled.  
c. Box 3 indicates you want to receive a text message when your appointment is cancelled.  
d. Box 4 indicates that you are ok receiving texting updates/messages from the Student Success 
Center.  

NOTE: Do NOT Ƙƛǘ ά{ŀǾŜ {ŜǘǘƛƴƎǎέ ȅŜǘΦ 

 

Change these 

settings as 

desired.  

Personal Code Here 
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5. Next, you will get a personal code in bold letters. You will use that that bolded code and send a text 

message to it.  

 

 

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

 

  

Personal Code Here 

Personal Code Here 

Personal Code Here 
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7Φ 5ƻ ƴƻǘ ǎŜƴŘ ǘƘŜ ƳŜǎǎŀƎŜ ȅŜǘΦ Dƻ ōŀŎƪ ǘƻ ǘƘŜ ¢ǳǘƻǊ¢ǊŀŎ ǎŎǊŜŜƴ ŀƴŘ ŎƭƛŎƪ ά{ŀǾŜ {ŜǘǘƛƴƎǎ ŀǘ ǘƘŜ 

ōƻǘǘƻƳΦέ  

 

 

Personal Code Here 
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8. Go back to your text message and send it.  

 

9. You should now receive text messages from the system regarding appointments.  

  

Personal Code Here 

Personal Code Here 








