TracCloud Instructions

Process: Scheduling an
Appointment

Updated: September 30, 2024

OVERVIEW

These are instructions for scheduling an appointment for a student when requested.

PROCEDURE

)4

1) Log into MyLB, SSO —> Tutortrac TUTORTRAC

Learning Center

2) On the “Schedule Appointment” Widget, enter the Student ID# OR Last Name, First
Name

Schedule an Appointment

[Find first available immediately V]

For student: ? Search for student
Schedule an appointment for help in [Choose a subject... V]

Searcn...

3) Click on the drop-down arrow and choose the subject

Schedule an Appointment

[Find first available immediately V]

For student: ? Search for student
Schedule an appointment for help in

4) Click on Search

Schedule an Appointment

[Find first available immediately V]
For student: ? Search for student
Schedule an appointment for help in| Choose a subject... +




5) Select the appointment that meets the date, time, & modality

930a-1020a Mon Oct 7 Caleb McBeth
1on 1 Online = o
Tutoring Center - Corvallis online
930s-1020s Mon Oct 7 Caleb McBeth
1en 1In-Person 24 OR Online =
Tutoring Center - Albany anline or Albany Learning Center
10001050 Mon Oct 7 Kaleah Webb
10n 1 In-Person 24 OR Online =
Tutoring Center - Albany online or Albany Learning Center
1000a-1050a Mon Qct 7 Kaleah Webb
10n1 Online & -
Tutoring Center - Corvallis online
1030a-11202 Mon Oct 7 Caleb McBeth
1 on 1 Online & o
Tutoring Center - Corvallis online

6) Confirm/Select which Meeting Type/Modality (online or in-person)

wiuve...
Status Center
Tutoring Center - Albany
h Subject
Fri, October 18th 2024
MTH265
Start Time, Duration (Hr:Min)
Reason
Meeting Type:
Cin-Person  ®@0nline
Dnline URL
ps://linnbenton.zogm.us/j/5550813414 -
‘ Student Document
What do you need help with in this session?
Sched By: 2024-10-16 14:40:49 SysAdmin Sheri Mcintyre
Sched Mod By: 2024-10-16 14:40:4%
Click 1o Save
7) Click on Save
Status Cente

Tutoring Center - Albany

Subject

Fri, October 18th 2024 MTH265

StartTime  End Time Duration (HrMir)
08:00am  08:50am Reason
Meeting Type:
Oln-Person ~ ®0nline
Online URL

https://linnbenton.zoom.us/j/5550813414 -

& stuent

What do you need f

Sched By 202410-16
Sched Mod By: 202410

(:40:49 Sysadmin Sheri Meintyre
K 14:40:49

Click Jo Save.



