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Welcome

Welcome to Version 4.0 of the TutorTrac, AdvisorTrac, FitnessTrac, and LabTrac systems. Version 4.0
has brought the family of “Trac” products back together in a single interfaced system, but each
product still maintains its own identity. For the purposes of teaching and training, the 4 products may
be commonly referred to as the Trac system or Trac product. By bringing the separate products to a
single interface, you may now enjoy more effective communication and collaboration with your peers
while keeping sensitive data private and secure.

FitnessTrac was the first application in the Trac product line. Developed and introduced in 1992, it
quickly became a vital tool for the colleges in the Maricopa County Community College District
(MCCCD) in Arizona. The original version was Server-Client software that provided the users with a
much-needed ability to track student activity in the college fitness centers and quickly obtain accurate
and meaningful reports. After a few years of many feature developments and enhancements, similar
needs to efficiently track student activity arose in the learning centers in the district. Upon discovering
that a learning center in the district was attempting to utilize FitnessTrac, Kelly Corder (Developer and
Owner of Redrock Software Corporation) developed the TutorTrac system to meet an entirely new set
of needs presented by learning centers. In 2000, the FitnessTrac and TutorTrac products were re-
developed as completely web-based applications. AdvisorTrac soon followed to accommodate advising
and counseling centers and LabTrac for the computer labs. Version 3.0 was released in 2005 and the
Trac products have continued to become incredibly more capable with each new release. After 4 years,
the growth of the Trac products required a rewrite to continue providing new enhancements, so 4.0
was planned and developed.

We are very excited for the 4.0 release and the system capabilities that are now available to you! Be
prepared - there is a learning curve to becoming familiar with the system and how it operates, but the
system is quite amazing.

Have fun learning the new system and don't hesitate to contact Redrock Support team with any
questions!

Support@Go-Redrock.com

480-752-8533 Ext 201
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Chapter 1: Introduction to Trac 4.0

The Trac 4.0 system allows all departments and offices working directly with your students to work
collaboratively and track the student activities across tutoring, advising, computer labs, and fitness
centers. You may work with several of these areas of student activity, or just a single component. The
Trac 4.0 system assists you with handling this information through profiles that are directed at specific
areas of the student activity at your college or university. The profiles (AdvisorTrac, FitnessTrac,
LabTrac, and TutorTrac) will each operate in a slightly different manner, geared toward the
appropriate type of student interaction.

TutorTrac is directed toward tracking the student activity in the tutoring and learning support
departments. AdvisorTrac tracks the student activity in the advising and counseling departments.
FitnessTrac will track the student activity in the college/university fitness or wellness center(s).
LabTrac is utilized to track the student usage of the computer labs across your college/university.

In addition to the profiles, additional modules may be added to your Trac 4.0 system to add new
features and enhance the capabilities of your system. The SAGE Early Warning module will allow your
faculty to submit referrals, progress reports, or evaluations for the students in their courses. The
SurveyTrac module enables surveys to be created and delivered manually or automatically to the users
through the Trac 4.0 application. The Whiteboard module provides an online interface with interactive
chat, drawing area, and documents for your consultants to meet with your students. Text Message
Alerts allow students to opt in to receive notifications via Text. Finally, the Mobileview Module allows
your Trac system to be compatible with Mobile Phones or Tablets.

While each profile and module provides a standard user experience, a majority of the settings within
each system is customized to your needs. There are global level settings to your Trac 4.0 application
that are shared by all users within all profiles. Each profile also contains its specific profile level
settings to affect the user experience within the individual profile. There are group level settings as
well to control which users and consultants will have which level of access throughout the profiles and
the Trac 4.0 system. And finally, there are individual level settings that do not control access, but
allow for some customization of the user experience within the Trac 4.0 application.

This User Guide is developed to provide you with the details and specifications of the many areas of
the Trac 4.0 system. Use the Quick Start Guide and the Redrock Wiki site (http://wiki.go-redrock.com)
for step-by-step procedures and frequently asked questions.
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Definition of Terms

Center Profile

Commonly referred to as a Profile, the Center Profile contains the settings, preferences, and rules that
govern how specific centers and users operate within the Trac system. A single profile is included with
a Trac Product license. Additional profiles may be purchased through Sales@GoRedrock.com to allow
for centers and users to operate with a different set of settings and preferences.

Subcenters

You can create an unlimited number of subcenters within your Center Profile. A subcenter could
represent a physical center, department, unit, or any other division that you might need to separate
activities, users, consultants, schedules, and visits.

Groups

Groups define a specific set of privileges that are shared by a group of users and/or consultants. Each
group can have unique privileges to access centers, students, visits, schedules, and other information.
An unlimited number of groups can be created to separate privileges and access levels.

Users

Users are members of the staff that are not consultants. Users may be administrator-level, front desk
or student workers, office assistants, or other staff members that may need to access your Trac
system.

Users are created through the Groups Entry. An unlimited number of users can be created within each
group. A user may be moved from one group to another to change their privileges.

Faculty

Course instructors assigned to student registrations.

Consultants

Consultants are the tutors, advisors, counselors, and staff members that meet with students.
Students

Students are the individuals that utilize the services offered at your center(s).

Sys Admin

The Sys Admin is the highest level of Group Access. The users in the Sys Admin Group will be able to
control and set up the entire application and all Center Profiles.

Visit

13



A visit is a record of a student spending time using the services offered in your center. Recording visits
are essential to providing accurate data of the students that have utilized the services offered. Visit
Data typically includes the Total Number of students who have made a visit, Total number of visits
made by students, the Subject and Reason for their visit, Visit Notes (any notes entered by Consultant
or student), and which Consultant they saw during their visit to your Center.

Drop-In Visit

A drop-in visit is a record that was not scheduled, but occurred when the student showed up and
utilized services without advance notice.

Availability
An availability is an appointed time that a consultant offers for student appointments or drop-in visits.
Appointment

Record that a student reserved a time to meet with a consultant. An appointment may be assigned a
status to identify the outcome of the reserved time.

Appointment Status

Value assigned to an appointment to identify the outcome of the appointment. Appointment Status
choices are entered through the Center Profile Preferences.

Supplemental Instruction (SI)

Supplemental Instruction program developed at UMKC that offers peer-led sessions to students
registered in specific sections. An Sl report compares the grades of the students that participated in
the SI program with those that did not participate.

Trac Navigation

The menu and search bar found in the upper-left corner of each page. It is the main source of
searching and navigating the Trac system.

TracMan Icon

The TracMan Icon is the image of the Trac symbol that links to the primary menu on the Trac
Navigation.

Center Status

Center Status is highly dependent on the scheduling parameters set for your Trac system. If max missed
appointment rules are set, for example as two max missed appointments per month, a student’s Center
status might be changed to BANNED or NCNS (no call no show) if said student misses two appointments
in a week. Students with a special Center Status can then be prevented from booking further
appointments.

Section Specialties

If a Consultant specializes in any courses that students are enrolled in, you can indicate which sections
they are able to hold sessions in by assigning Section Specialties to the Consultant. Section Specialties
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determine which availabilities or appointments will appear when students or users select a subject in a
search for availability.

Reason Specialties

If a Consultant specializes in any reasons that students may come visit your center for, for example
Changing Major or FAFSA applications, you can indicate which reasons they are able to hold sessions for
by assigning Reason Specialties to the Consultant. Reason Specialties determine which availabilities or
appointments will appear when students or users select a reason in a search for availability.

iCal Attachment

The iCal attachment allows appointments to be posted to an Outlook calendar when an email is
received confirming the appointment that was scheduled. If the iCal attachments are utilized, then the
appointments will appear on your Outlook calendar when they are scheduled in the Trac system.

Chapter 2: Installation and Server
Options

Installing your Trac Application

The Trac application is very easy to install. The Trac application is completely self-contained and the
database and application are installed to the same folder. The Trac application can run on any
Windows Operating System 2003 or newer and on any Mac OS X up to Snow Leopard. Your server should
have a minimum 1GB RAM and 4-10GB Hard Disk space. Your installation footprint will be much smaller,
but you want to account for data file backups, data import files, archives of log files, long-term growth
of your data file, and file attachments.

Server Requirements

Windows Server 2003, Server 2008, or Windows 7

oMac OS X up to Snow Leopard, not compatible with Lion or Mountain Lion
oMinimum 2.4 GHz processor, 3.0 GHz 64-bit processor or better recommended
oMinimum 1 GB RAM, 2 GB recommended

oMinimum 4 GB Hard Disk space, 10 GB recommended

oStatic IP Address

Installation Code

The Installation Code for your Trac application is generated for your unique installation. The code is
partly based on your IP Address. The IP Address of the server MUST remain static for your installation
code to remain valid and for your Trac application to continue to run.

Internal or External IP Address
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The application can run off of an internal or external IP address, however, the type of access that is
required will typically determine the address and domain where the Trac application is installed. If the
application is not available off-campus, then students will not be able to schedule online appointments
and staff will not be able to check information and run reports from anywhere.

Customizing the URL or Domain Name

All users access the Trac application through a web browser. By default, the URL will simply be the IP
Address of the server (i.e. http://172.0.0.1) and the users will need to remember the IP Address or
bookmark the address. Most will prefer to set up a DNS to access the site, such as
http://trac.college.edu.

The DNS is set up with the Network Administrators at your college or university.

Backup and Restoration

It is recommended that a daily backup be made of the Trac data file. This process may be handled by
our campus' own software. There is a single data file that needs to be backed up and is found in your
installation directory. If necessary, all of the Trac application files other than the data file may be
reinstalled from CD or via download.

Moving to a New Server: Server Migration

Moving the application from one server machine to another is a simple operation. Simply move the
entire Trac application directory from the original server machine to the new server machine. Then
change the IP Address of the new machine to the old server’s IP Address (in order for the Installation
code and software license to be valid). If your Server IP Address is changed, then your installation code
will be deactivated and Redrock Software will generate a new code for the new server.

REDROCK SOFTWARE CORPORATION IS NOT LIABLE FOR LOSS OF DATA FOR ANY REASON.

Windows Installation

You may install your Trac application on a PC running the following Windows operating systems:
Server 2003

Server 2003 64-bit

Vista

Vista 64-bit

Server 2008

Server 2008 64-bit

Windows 7

Windows 7 64-bit

On a Windows Operating System, simply insert the CD and it should automatically install your Trac
application. If the installation does not occur automatically, then open the CD and execute the
application on your CD called "setup.exe”.
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Your Trac application will install on the C: drive. Dependent upon which primary Profile you purchased,
it may be installed in a folder called AdvisorTrac, FitnessTrac, LabTrac, or TutorTrac. After your Trac
application is installed, the setup application will attempt to run the application named Advisor.exe,
Fitness.exe, LabTrac.exe, TutorTrac.exe, or TracApp.exe. When your Trac application runs, it will
require the installation code to activate your product. The Installation Code is unique to your system
and generated from your Product ID and your server IP Address. The server MUST have a static IP
Address to install your Trac application. You may receive your installation code by emailing your
Product ID (see CD case) and your static Server IP Address to support@go-redrock.com.

Changing the Installation Directory

You can move your installation to another directory or folder on your Windows server if you do not
want it to run directly from the C: drive. Just follow the steps below to move the Trac installation
folder and application. Because the application does not install registry keys, it can simply be moved
on the server.
e Quit the application by clicking the Quit button
¢ Move the entire Trac application directory to another location on the server
e Delete the All Users 4D folder
o Server 2003 and older - C:\Documents and Settings\All Users\Application Data\4D
o Vista - C:\Users\All Users\4D
o Windows 7, Server 2008, and new - C:\ProgramData\4D
e Start the Trac application from the new location

Trac Application Does NOT Run

You may have difficulty running the Trac application, dependent upon your server settings. Beginning
with

Windows Server 2003 R2, Microsoft enabled DEP (Data Execution Prevention) protocols to help control
which applications are running on your server. This prevents unknown applications from running
automatically until you specify an application as an exception. The Redrock Wiki site has more
information for setting the DEP exceptions to allow your Trac application to run on your server.

http://wiki.go-redrock.com/index.php/Data_Execution_Prevention %28DEP%29

Running your Trac Application as a Service

The Trac application does not install or run as a service by default. The application must be run by a
user and the user must remain logged in on the server. To install the Trac application as a service, we
recommend using a 3rd party application or a utility called WinServ. See the Redrock Wiki Site for more
information on installing your Trac application as a service.

http://wiki.go-redrock.com/wiki/Service

You should not use the Windows Startup folder to start the Trac application automatically when signed
in. Your Trac application can only be run once because the application serves the web pages and
accesses a single database file. You cannot have two competing web servers on the same IP/Port and
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you cannot have the database file accessed by two applications simultaneously. Use the method above
to install your application as a service to start the Trac application automatically.

Internet Information Services

The Trac application does not use IIS to serve the web site. You do not need to install IIS on the server
for the Trac application. If the Trac application is installed on a server that also runs other web pages
from

IS, then you will need to set up IIS and the Trac application to not interfere with each other. By
default, all web server applications serve on port 80. The Trac application may be modified to serve on
a different port in order to allow IIS to serve on port 80.

To change the served port, open the file Prefs.INI that is located in the Trac application directory. You
can use WordPad or Notepad to edit the Prefs.INI file. Locate ServerPort=80. Change 80 to 81 to serve
the Trac application on port 81. Restart the Trac application and it will now be serving its web pages
on port

81 (or another specified port).

SSL Encryption

Your Trac system may secured with SSL protocols to encrypt all web traffic to your site. This is
recommended for all systems that will be available off-campus in order to protect your sensitive
information. See the Redrock Wiki Site for more information on using SSL encryption to secure your
Trac system.

http://wiki.go-redrock.com/wiki/Stunnel

Macintosh Installation

You may install your Trac application on a Macintosh running the following Mac OS X operating system:

0S X 10.0 Cheetah

0S X 10.1 Puma

0S X 10.2 Jaguar

0S X 10.3 Panther

0S X 10.4 Tiger

0S X 10.5 Leopard

0S X 10.6 Snow Leopard

On a Mac system, simply insert the CD and open the disc image. Create a folder for your primary Trac
application (AdvisorTrac, FitnessTrac, LabTrac, or TutorTrac) in your Applications. Then copy the
contents of the CD to the new Trac folder.

Dependent upon which primary Profile you purchased, your application package may be named
Advisor.app, Fitness.app, LabTrac.app, TutorTrac.app, or TracApp.app. When your Trac application is
run for the first time, it will require the installation code to activate your product. The Installation
Code is unique to your system and generated from your Product ID and your server IP Address. The
server MUST have a static IP Address to install your Trac application. You may receive your installation
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code by emailing your Product ID (see CD case) and your static Server IP Address to support@go-
redrock.com.

Apache Web Server

The Trac application does not use Apache to serve the web site. You do not need to install Apache on
the server for the Trac application; however, Apache is installed by default on many Mac OS X systems.
You will need to set up Apache and the Trac application to not interfere with each other. By default,
all web server applications serve on port 80. The Trac application may be modified to serve on a
different port in order to allow Apache to serve on port 80.

To change the served port, open the file Prefs.INI that is located in the Trac application directory. You
can use TextEdit to edit the Prefs.INI file. Locate ServerPort=80. Change 80 to 20000 to serve the Trac
application on port 20000. Restart the Trac application and it will now be serving its web pages on port
20000 (or another specified port).
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Chapter 3: Setup / Prefs

Logging in to Trac 4.0

You will access your Trac 4.0 application through a web browser. As a web-based application, your
entire user experience will be through a web browser such as Firefox, Safari, Internet Explorer, or
Google Chrome. For the best experience, we recommend using Firefox 10 and higher or Safari 4 and
higher. The Trac 4.0 system is compatible with Internet Explorer 8 and 9; however, the IE browser
experience is quirky in some of the administrative sections.

The URL or Web address to access your Trac system is http://ipaddress/tracweb40/default.html where
the “ipaddress” is the address of your server. It might be an actual IP Address, such as 192.168.0.10, or
it might be set up with a DNS on your network, such as trac.college.edu. So, you might access through
an address such as http://192.168.0.10/tracweb40/default.html or
http://trac.college.edu/tracweb40/default.html.

Go to your Trac 4.0 site. Log in with the default SysAdmin account provided with your installation.
Contact Support@Go-Redrock.com for your account password.

REDROCK

COMMUNITY COLLEGE
- TutorTroc Profie

wsseme e Welcomel Please Log In

Enter your username and UserName:  [sysadmin

Tracking Software
password, then press your -

i . 3 Poszsword: |........ Welcome 1o Tuiorlroc
Enterkey or click the Login Redrock Software

- . Corporation

button. Login®|

Note: If you are upgrading from a previous version, you can still log in to the Trac system with your
username and password, however, your account might not be associated with the full Sys Admin Group.
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Setting up your Trac system

When you log in for the first time, your Main Menu will not contain much information or direction. In
the upper-left corner of the screen, you have the Trac Navigation menu and search options. In the Main
Menu window, you will have a large blank area (you can add messages and instructions here later). Now
that we are logged in, let's go through some of the essential settings. Because the Trac system has
levels of settings and privileges, we will find these settings in a few different areas on the program.

UTILITIES AND PREFS

The first area of settings is found in the Utilities and Prefs. The Utilities and Prefs contains the System
Prefs, Advanced Prefs, LDAP Tool, Email Tool, and Automated Events. These are system-wide settings
that are applied to the Trac system regardless of Center Profile, Subcenter, or Group. Because these
settings have global implications, they are accessible only to the Sys Admin Group. A user in the Sys
Admin Group can access the Utilities and Prefs... from the Trac Navigation Menu. Click on the TracMan
Icon on the left side of the Trac Navigation Menu and select Utilities and Prefs...

CENTER PROFILE PREFS

The second area of settings is found in the Center Profile. The Center Profile(s) are only accessible to
users in groups with Center Admin level privileges. The Center Profile contains preferences specific to
the Center Profile and its related Groups, Users, and Consultants. Because these settings have Profile-
wide implications, the Center Profile Entry is only accessible to Center Admin and Sys Admin Groups.
Move your cursor to the Trac Navigation Menu and mouse over the search glass in the search bar. Select
Centers to access a listing of all Center Profiles. Click on a Center Profile to access the Center Profile
Entry screens.

GROUP ACCESS PREFS

The third area of settings is found in the Groups Entry. The Groups Entry is accessed through the
Center Profile and contains settings that apply to the Groups operating within a Center Profile. Because
of these Profile-wide implications, the Groups Entry is only accessible to Center Admin and Sys Admin
Groups. To access the Groups Entry, first navigate to a Center Profile Entry. The second tab in the
Center Profile Entry screens is the Group Access tab. Click on this tab to assign privileges to Groups
within this Center.

From the Group Access tab, you can click on the Group name to open the Groups Entry window. The
Groups Entry allows you to create the Users that are a part of the group and then enter the specific
privileges these users will share within the Trac system.

MY PREFS

The fourth area of settings involves the personal preferences that users can choose to customize the
Trac system for themselves. The My Prefs menu is also found from the Trac Navigation Menu. Click on
the TracMan Icon and select My Prefs. The My Prefs options include adding some Widgets to the Main
Menu, such as a Mini Log Listing, Reports, custom window colors, Weekly Tip, and a custom RSS news
feed. The user's ability to enable some of these preferences is dependent upon the access provided
them through their assigned Group.
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Utilities & Prefs - System Preferences

The first area of settings is found in the Utilities and Prefs. The Utilities and Prefs contains the System
Prefs, Advanced Prefs, LDAP Tool, Email Tool, and Automated Events. These are system-wide settings
that are applied to the Trac system regardless of Center Profile, Subcenter, or Group. Because these
settings have global implications, they are accessible only to the Sys Admin Group. A user in the Sys
Admin Group can access the Utilities and Prefs... from the Trac Navigation Menu.

To get to your Utilities & Prefs, click on the TracMan Icon on the left side of the Trac Navigation. Click
Utilities & Prefs. Select the System Prefs Tab.

The System Preferences are accessible to the Sys Admin users for setting up global settings for the
entire system. These are system-wide settings that control the Trac system regardless of Center
Profile, Subcenter or Group.

System Prefs

defaultProfile

The defaultProfile setting determines what profile view will be displayed for the Default Login Screen,
the Students, and the Faculty that use your Trac system. The Default Login Screen is the same for all
Center Profiles and Subcenters within your Trac application, so the defaultProfile sets the view for the
screen.

The Students and Faculty are not created within a profile so they are not related to a specific profile
and need this setting to determine what profile view they will see.

DNSServer

The DNSServer setting is used to set up your Trac application to act as an mail server and send email on
its own without a college or university mail server. Using the college or university mail server is the
preferred method of sending emails from your Trac application.

LOGACT
The LOGACT setting enables an action log on the appointments screen. This log shows when the
appointment was saved and when any changes were made to the appointment.

LOGMODS

The LOGMODS setting enables a detailed server log that records each action on the server. This is a
useful tool that helps diagnose issues or to determine which users have performed which functions.
However, it is also impacts performance because it creates a large log file that the server must
continually write to for every action performed.

Mail Settings

The Mail Settings preference contains several important configuration options in regards to email
capabilities of your Trac system. The Mail Server Address can be set here, as well as your mail server
Email Address. You can choose to send emails for missed appointments as well as emails for
Terminated Visits (See Center Profile Prefs: Log in/Out - Auto Terminate).

MAILSERVER

The MAILSERVER setting enables your Trac application to use your college or university mail server to
send emails. This is the preferred method to send emails from your Trac application. Your mail server
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must be set up to accept anonymous mail relay from the Trac server in order to use the MAILSERVER
function. This may be an IP Address or a DNS assigned to your mail server. By default, the connection
to the mail server is on port 80. If your mail server requires a different port, then append the port
number to the IP or DNS address with a colon (i.e. mail.server.edu:26).

MsgsAll

The MsgsAll setting is an onscreen message that appears on the Default Login Screen. This message
appears to all users before they log in to the Trac application. It is commonly used to provide
instructions or links to assistance with the login process. The message is written in HTML code and can
be customized with the HTML tags.

navHeaderCheckDelay

The navHeaderCheckDelay setting is utilized in the AdvisorTrac Profiles. The Trac Navigation provides a
message about students waiting to be seen in the Log Listing. In order to provide this message, the
Trac

Navigation must check the server on a regular basis to receive the most up-to-date information.
Typically this setting is set at 120 seconds, and it is recommended that the setting is not below 90
seconds.

Constantly refreshing the Trac Navigation can provide unnecessary hits to the server and impact
performance.

Student Access

The Student Access Preference controls student access to certain functionalities within your Trac
system. As the Student group differs significantly from other groups in Group Access, the majority of
the access level for the Student group can be handled here within the System Prefs.

Functionalities for the student group include the abilities to:

e Edit Bio from Main Menu

e Book appointments

e View own visits

e View full name of Consultants

o Browse Resources

e Post documents

o Control Access based on Center Status (banned, etc)

CAMPUS INFORMATION

Assessments
The Assessments allow you to work with Redrock Software Corporation to set up custom assessments.

campusColorData

The campusColorData allows you to set up the color scheme for your Trac application. The colors of the
title bar, the title text, the window background, and the window drop shadow are all set from this
setting.

CampusName
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The CampusName appears in the upper-right corner of the Trac system under the school banner. This is
a global name for all users across all profiles. Typically the name of your college or university is
entered here because it applies to all profiles.

CurrentTerm

The CurrentTerm is required when importing your student registrations. This setting allows your Trac
system to identify which registrations are currently active for your students. The CurrentTerm setting
must be entered in a numeric format. Each new term must have a higher numeric value than the
previous semester. The Trac application can identify the old registrations because their term codes are
less than the CurrentTerm. Future registrations have a term code greater than the CurrentTerm. If
your college or university only uses an alphanumeric term code, then you can work with Redrock
Software Corporation on a translation for your terms.

FacultyAccess
The FacultyAccess settings contain configurations for the Faculty in your Trac application to provide
messages and access levels.

FitnessTrac
The FitnessTrac settings contain configurations specific to a FitnessTrac Profile.

FundDefinitions
The FundDefinitions setting is used to set up a Fund Code report. This is commonly used to establish
the definitions of a Perkins report.

HTML:NoAccessMsg

The HTML:NoAccessMsg is displayed to users that attempt to log in to your Trac system but are unable
to access the system. This might be because they do not have the correct username and password or
might be due to incorrect access privileges. The message can be formatted with HTML tags to
customize the style, color, or size of your message. You can include links to other pages or an email for
assistance.

Login Instructions

The Login Instructions contain settings that control the Log Student window used to sign students in
and out of visits. The size of the box, instructions to sign in, and custom sign in procedures can all be
setup through the Login Instructions.

LoginLinkData
The LoginLinkData setting controls a Campus and Redrock info boxes on the Default Login Screen. The
boxes can be displayed or hidden and the text of the info boxes can be customized.

MainMenuCustomTab-Consultants
The Main Menu for Consultants can contain a custom tab. This setting allows you to enable the tab,
name the tab, and provide content for the tab.

MainMenuCustomTab-Faculty
The Main Menu for Faculty can contain a custom tab. This setting allows you to enable the tab, name
the tab, and provide content for the tab.

MainMenuCustomTab-Students
The Main Menu for Students can contain a custom tab. This setting allows you to enable the tab, name
the tab, and provide content for the tab.

MainMenuCustomTab-Users

The Main Menu for Users can contain a custom tab. This setting allows you to enable the tab, name the
tab, and provide content for the tab.
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MessageTypes

The MessageTypes setting is used to list the types of messages that can be used to create messages in
the student record. The type Student Msg and MESSAGE are default types used by the Trac application
and should be included in this list of message types. These message types can then be assigned to
groups to specify which types of messages they can create and view in the student message history.
(See Chapter 4: Groups > Assigning Subcenter Privileges - Center Access)

ResourceTypes

SCRIPT:FacultyMain
The SCRIPT:FacultyMain setting is used to create customizations on the main menu for faculty. This
might be a custom message or script that is executed.

SemesterEnd

The SemesterEnd is the ending date of the current semester. The date is entered in MM/DD/YYYY
format. The SemesterEnd date is used to determine the date range for ‘This Semester’ when
performing searches or running reports. Choose, or enter, ‘This Semester’ to automatically use the
SemesterStart and SemesterEnd dates.

SemesterStart

The SemesterStart is the beginning date of the current semester. The date is entered in MM/DD/YYYY
format. The SemesterStart date is used to determine the date range for ‘This Semester’ when
performing searches or running reports. Choose, or enter, ‘This Semester’ to automatically use the
SemesterStart and SemesterEnd dates.

StatusCrossTabDefault

The StatusCrossTabDefault setting is used in conjunction with the Appointment Status CrossTab report.
The statuses are just the defaults for the report. When running the report, other statuses can be
entered for the report. You can use the @ symbol for the wildcard in the statuses, such as @Cancel@
for any appointment status with the word cancel in it.

STUDENT DATA

askEthnicity
The askEthnicity setting is no longer utilized in version 4.0.

BARCODERULE

The BARCODERULE is utilized when a script is required to utilize your barcode scanners or magnetic
strip card readers. Most barcodes and magnetic strips contain extra data or characters beyond the
Student ID. When the card is scanned or swiped, the extra characters must be stripped from the result
of the scan. Most card readers will come with software to customize the scanner so it removes the
extra characters and only sends the ID portion of the scan. That is the preferred method to work with
card eaders, however, not all readers have software to pull just the ID. In that case, you will need to
contact Redrock Software Corporation to work on a script to pull the ID out of the full scan. You will
need to provide a text file of a sample scan and identify which portion of the scan is the ID.

CustomStudentFields
The CustomStudentFields contains settings to name and provide choices for each of the 9 custom
student fields.

CustomStudentTabs
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The CustomStudentTabs allows for setup of up to 3 custom tabs that appear on the Student Entry
Screen. You may also name up to 3 custom sub-tabs that appear in the General Info tab of the Student
Entry Screen. Additionally, you may name up to three sub-tabs that appear on the Student History
page. The content is determined by the customized text stored in campus.xml (contact Redrock
Software Corporation for customizations) and the security is defined in the group security options.

DEGREEINFO
The DEGHREEINFO setting is customized for specific installations of the Trac application.

formatID

The formatlID setting provides a method for setting the number of digits and adding characters to the
student ID. If your IDs are a full six digits and there is a student ID of 12345 then enter your preference
as

000000. The six zeroes will force all six digits to display, including the preceding zero.

This preference should be used carefully, however, because the formatting might not be entered
correctly for your IDs and could then display your IDs as >>>>>>> if the IDs and formatting do not
match. For example, if we enter the preference with six zeroes, 000000, but one student has an ID of
1234567, then this student ID could not be formatted according to the rule.

You can prevent this by entering a # symbol for digits that you would like to allow to display but not
force.

So, again using our same example, you could enter the preference as #000000. This would force six
digits and allow up to seven digits. The ID 12345 would display as 012345, the ID 123456 would display
as 123456, and the ID 1234567 would display as 1234567.

SCRIPT:BarCodeSearch
The SCRIPT:BarCodeSearch is a secondary option to the BARCODERULE that is only used if the barcode
cannot be handled with the BARCODERULE setting.

StandardStudentFields
The StandardStudentFields setting provides options to set up the choices for the standard student
fields.

StoreStudentPass
The StoreStudentPass setting is required to be YES if students will be logging into your Trac application
with a password locally stored in the Trac application.

StudEditinfo
The StudEditInfo setting provides a method to allow or prevent student access to edit their bio in the
Trac application. If set to YES, then a link is available for the students to click on to edit their bio.

StudentAccess

The StudentAccess settings contain configurations for the Students in your Trac application to provide
messages and access levels to various functions including scheduling appointments and viewing their
own visit history.

StudentPhotos

The StudentPhotos are set up with three settings: naming, extension, and display. For the Photo
naming, there are a couple of basic options. Your photos can be named as the Student ID, Barcode, or
internal Sequence number. Any other naming will have to be defined in a custom script that you would
need to work out with Redrock Support. For the photo extension, you must include the period in the
extension name. .JPG is the default and most common value. For the photo orientation, the options
are Tall or Wide in a 3:4 or 4:3 ratio.
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When using these settings, the Trac application uses the default location for the photos. The default
location is a Photos folder in the application installation directory (i.e. C:\*Trac\Photos). Place the
student photos in this folder with the correct naming and extension, and they will automatically appear
for the students based on your settings.

If you need to input more advanced settings, then you will need to work out the details with Redrock
Support.

SCHEDULE PREFS

CreateSubjRecordOnimport

The CreateSubjRecordOnimport setting allows subjects to be created during the import. This setting is
defaulted to No. The Trac application currently utilizes the Section records for visits, searches, and
appointments; however, there may be a campus customization that would need a subject record. You
will not need to utilize this setting unless recommended by Redrock Software Corporation.

ShowAltNameSched
This is now a Profile based setting in 4.0.

SubjectCodelLength

The SubjectCodelLength setting is utilized specifically for subject-based group appointments. This
allows you to specify what portion of the SectionTerm code is the subject used for matching the
students that join a group session.

For example, you may have a MAT200 course with sections 01, 02, 03, and N1 for the term 201008.
These could be identified as:

MAT200-01 201008
MAT200-02 201008
MAT200-03 201008
MAT200-N1 201008

A group availability for four people could be set up with the # symbol for the subject with a tutor that
specializes in the MAT200 sections.

Now, when a student books the first slot in the group appointment for MAT200 01 201008, the entire
group is now set for the MAT200-01 201008 section. The SubjectCodelLength setting allows you to
determine that the groups will match at a subject level by the value entered in the preference.

If a number is entered, then your Trac application will match the subject at that specific number of
characters. So, following the example, if the SubjectCodelLength was entered as 6, then MAT200 would
be the matching Subject. This would allow students enrolled in all sections of MAT200 join the same
session.

If a character is entered, then your Trac application will match the subject at the location of the
specific character. So, following the example, if the SubjectCodelLength was entered with the hyphen
(-), then

MAT200 would be the matching Subject. This would allow students enrolled in all sections of MAT200
join the same session. If the SubjectCodelLength is not utilized, then students in a group appointment
set up with the # symbol will have to be enrolled in the same specific section.
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VISIT PREFS

DefBatchVisitDur
When creating visits through the Batch Entry methods, the default duration of the visit is determined
by the setting, DefBatchVisitDur. It can be changed from the time entry fields.

DefQuickVisitDur
When manually creating a visit through the Quick Entry screen, the default duration of the visit is
determined by the setting, DefQuickVisitDur. It can be changed from the time entry fields.

DOCUMENT POSTING
DOCPOSTSINSUBDIR

Document Posts are stored on your server in a PostFiles folder in the Trac installation directory. The
DOCPOSTSINSUBDIR setting allows your files to be organized into subdirectories within the PostFiles
directory. The subdirectories can be named by student sequence number, ID number, Barcode, or
Handle.

documentPostTypes

The documentPostTypes setting is used to list the types of Document Posts that can be assigned to an
electronic file uploaded to a student record. These Document Post types can then be assighed to
groups to specify which types of Document Posts they can create and view in the student Document
Post history.

NoStudentUploadApptDoc

A document can be posted to a scheduled appointment. The NoStudentUploadApptDoc setting can
enable or disable students from uploading a document to the appointment. This setting requires that
students are able to view the appointment document post in order to post a document.

NoStudentViewApptDoc
A document can be posted to a scheduled appointment. The NoStudentViewApptDoc setting can enable
or disable students from viewing a document that has been uploaded to the appointment.

SURVEYTRAC SETTINGS

SURVEYHOST (SurveyTrac Module)

When a survey link is emailed to students, the link has to be formatted using three settings:
SURVEYHOST, SURVEYPATH, and SURVEYPROT. The SURVEYHOST setting allows you to specify the URL
of the host system. It may be an IP Address (default) or it may be a registered domain name, such as
Trac.college.edu.

SURVEYPATH

When a survey link is emailed to students, the link has to be formatted using three settings:
SURVEYHOST, SURVEYPATH, and SURVEYPROT. The SURVEYPATH setting allows you to specify the path
in the URL that directs the user to the correct SurveyTrac files. The default value for this field is
/surveys/ and there should be no need to change it.

28



SURVEYPROT

When a survey link is emailed to students, the link has to be formatted using three settings:
SURVEYHOST, SURVEYPATH, and SURVEYPROT. The SURVEYPROT setting is used to specify if the survey
link with be a standard HTTP or a secure HTTPS link. The default value for this field is http://. If your
Trac application is secured via SSL, then this setting needs to be set to https://.

RESOURCE SETTINGS

ResourceTypes

The ResourceTypes setting is used to list the types of resources that can be assigned to a resource
record. These resource types are assigned to resources when they are created to group the resources
and run reports. Separate each Resource Type with a Return character. Access to resource types
cannot be controlled through the Group Access preferences, but Resource Types can be used to classify
different resources. (See Chapter 12: Resources)

WATCH LIST INDICATOR SETUP

Watch List Indicators
See Chapter 14: List Management > WatchLists

Utilities & Prefs - Advanced Prefs

The Advanced Preferences are accessible to the Sys Admin users for setting up more advanced or
customized global settings for the entire system. These are system-wide settings that control the Trac
system regardless of Center Profile, Subcenter, or Group. The Advanced Preferences are found from
the Utilities and Prefs...

There are many more Advanced Preferences that could be customized for your Trac application. This
section will highlight only some more commonly used advanced preferences. Many of these preferences
do not exist until entered the first time.

campusboxShow
The default login screen can contain a campus information box to the left of the login window. The
campusboxShow setting allows you to enter a value of No to hide the campus information box.

campusboxTitle

If the campus information box is showing on the default login screen, you can also set the title of the
box.

The default title is simply ‘Campus’. Enter another title into the value for this preference to rename the
campus information box.

CampusCSS

The colors of the Trac system are highly customizable by default; however, some may wish to be more
advanced with their customizations of the look and feel to the Trac application. The default Trac
application style sheets may be overridden with custom campus information entered in the CampusCSS
preference. Contact Redrock Software Corporation for assistance on entering the correct styles.
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LABEL:Password
The password field on the default login screen is simply titled 'Password'. Modify the LABEL:Password
setting to change the title of the password field on the default login screen.

LABEL:UserName
The username field on the default login screen is simply titled ‘User Name'. Modify the LABEL:UserName
setting to change the title of the username field on the default login screen.

popName

When your Trac application sends email through your campus mail server, it is done through a process
called mail relay or mail forwarding. This can typically be done anonymously so there is no account
needed to send an email. Some universities, however, will not allow anonymous mail relay and require
a username and password to authenticate a user to relay the mail. The popName setting contains the
username of this account. The popPass setting contains the password of this account.

popPass

When your Trac application sends email through your campus mail server, it is done through a process
called mail relay or mail forwarding. This can typically be done anonymously so there is no account
needed to send an email. Some universities, however, will not allow anonymous mail relay and require
a username and password to authenticate a user to relay the mail. The popName setting contains the
username of this account. The popPass setting contains the password of this account.

SCRIPT:AdminMain
The SCRIPT:AdminMain setting allows for customizations to be run on the main menu for users. This
setting is customized by Redrock Software Corporation.

SCRIPT:facultyMain
The SCRIPT:facultyMain setting allows for customizations to be run on the main menu for faculty. This
setting is customized by Redrock Software Corporation.

SCRIPT:ImportScript
The SCRIPT:ImportScript setting stores the script that loads data from your student information system.
The script is written by Redrock Software Corporation to match your student and course files.

SCRIPT:JSFacultyMain
The SCRIPT:JSFacultyMain setting allows for custom JavaScript to be entered on the main menu for
faculty. This setting is customized by Redrock Software Corporation.

SCRIPT:JSStudentMain
The SCRIPT:JSStudentMain setting allows for custom JavaScript to be entered on the main menu for
students. This setting is customized by Redrock Software Corporation.

SCRIPT:PHOTOLOC

The SCRIPT:PHOTOLOC setting is used when the student photos cannot be set up with the default photo
options in the System Preferences. If your photos are accessible through a URL, then this is the option
that will have to be utilized. It is customized by Redrock Software Corporation.

SCRIPT:TutorMain
The SCRIPT:TutorMain setting allows for customizations to be run on the main menu for consultants.
This setting is customized by Redrock Software Corporation.

SCRIPT:Validate
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The SCRIPT:Validate setting stores the script that authenticates users from another authentication
system such as LDAP or Active Directory. The script is written by Redrock Software Corporation to
match your specific LDAP settings.

welcomeboxShow
The default login screen can contain a welcome box to the right of the login window. The
welcomeboxShow setting allows you to enter a value of No to hide the welcome box.

Utilities & Prefs - LDAP Tool

The LDAP Tool is used to find the correct LDAP configuration in order to authenticate users in your Trac
system with your university authentication system. Redrock Software Corporation has worked with
many different LDAP and Active Directory systems and will help you configure your system. When the
correct settings are found, Redrock Software Corporation will need a screen shot of the correct
configuration settings to create a custom authentication script for your Trac application. There are
three types of binds to an LDAP system: Anonymous, Simple, and Double Bind.

An Anonymous Bind is when the LDAP system allows a user to connect to the LDAP directories without
entering a username and password. This is not a secure method of binding to the LDAP directories and
cannot be used to authenticate users into your Trac application. No user is authenticated without
verifying they have entered valid credentials. That can only be accomplished by a simple or double
bind.

A Simple Bind is when the LDAP system allows a user account to connect directly to the LDAP
directories by entering a username and password. This is a secure method of binding to the LDAP
directories and can be used to authenticate users into your Trac application. When a user enters their
username and password on the default login screen, your Trac application takes that information and
immediately passes it to the LDAP Server with the settings found in testing. The Search Criteria in the
Simple Bind does not have any bearing on the authentication and is typically left as (cn=NOTAUSER) so
the LDAP Bind does not produce any results. The results do not matter when authenticating through a
simple bind - just that the LDAP Server returns a good status response or an error. If there is an error,
then the user is not validated and is not logged into your Trac application. If there is a good status,
then the user is found locally in your Trac application by the username that they entered or by a field
returned by the LDAP Bind and Search.

A Double Bind is when the LDAP system requires a Bind, Search, and a second Bind to connect to the
LDAP directories. This is a secure method of binding to the LDAP directories and can be used to
authenticate users into your Trac application. When a user enters their username and password on the
default login screen, your Trac application performs a Bind with a specific LDAP account and performs
a Search on the username that was entered on the default login page. When the LDAP system returns
the directory information for the user, your Trac application finds the Distinguished Name (DN) for the
user and then attempts to Bind a second time with the returned DN and the password that was entered
on the default login screen. The LDAP Server returns a good status response or an error. If there is an
error, then the user is not validated and is not logged into your Trac application. If there is a good
status, then the user is found locally in your Trac application by the username that they entered or a
field returned by the Search.

LDAP Server Address
The LDAP Server Address field is for the IP Address or DNS for the LDAP Server.

Username & Password
The Username and Password fields are for the user’s credentials to authenticate.

Base DN
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The Base DN field is for the directory information to access the LDAP Server.

Encrypted Bind & LDAP Port
Choose if the LDAP connection is secure and specify the port. Standard ports are 389 or 636.

Search Criteria
The default Search Criteria is (cn=NOTAUSER). A Simple Bind does not need to search for any specific
user so the search for NOTAUSER is just fine.

Return Attributes
The Return Attributes are only necessary in the Double Bind scenario. This allows for returning specific
information about the user from the LDAP directories.

Utilities & Prefs - Email Tool

The Email Tool is used to test and verify the settings to connect to the university Mail Server in order
set up the Trac system to send emails to the users. The correct settings are confirmed when the emails
send through this screen are received. To test on your own, use the form to email yourself. When the
correct settings are found, you will want to enter the correct MailServer in the System Preferences. If
authentication is required, then enter the username and password in the popName and popPass
Advanced Preferences.

Mail Server & Port

The Mail Server is the IP Address or DNS for your Mail Server. The default port for the mail server
connection is 25, but your system may utilize a different port. The Mail Server from your successful
test needs to be entered in your System Preferences MailServer setting. If the mail forwarding is from a
port other than 25, then the Mail Server needs to be entered in the System Preferences with a :25
appended to the server address.

User ID & Password

The Username and Password fields are for the user’s credentials to send email. If the username and
password are required to send the email, then these values need to be entered in the Advanced
Preferences, popName and popPass.

Authentication Method
If authentication is required to send email, then set this to TRUE

From Email Address
The From Email Address field is the email address from which the test email is sent.

To Email Address
The To Email Address field is the email address to which the test email is sent.

Email Subject Line
The Email Subject Line field is the subject of the test email.

Email Message
The Email Message field is the body of the test email.

Display Verbose Logging in Results

The Display Verbose Logging checkbox enables a detailed log of the mail process. This allows you for
troubleshooting if sending the email fails.
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Utilities & Prefs - Automated Events

The Automated Events tab provides an interface to automate various events on the server. There are
some standard events already set up and others can be customized or duplicated. The automated
events can run daily, weekly, or monthly. You can even create a second version of an automated event
to run it on an additional schedule. For example, if you wanted your import script to run twice a day
instead of just once, then you simply create another automated event with the same settings as the
initial event and just change the time that it runs each day.

One rule to keep in mind with the Automated Events is that you cannot have two events set to run at
the same time. The events should be spaced a minimum of 10 minutes apart to ensure that the
previous event has completed before the next event begins. Here are some of the standard Automated
Events.

Auto Termination

xml_doProc("nightTerminate")

The Auto Termination event sets the time of day that the system will terminate all of the currently
logged in students. This is typically run each day after all of the centers have closed. The Termination
settings are set up in the Center Profile Prefs.

dataBackup

xml_doProc("SCRIPT:DataBackup.txt")

The dataBackup event runs on Windows servers and creates a copy of the 4DD data file that stores all
of the Trac system activity. This is typically run each day in the early AM hours (1:00am to 4:00am) and
set at a time to work in conjunction with network backups.

Faculty Emails

xml_doProc(“facultyEmails")

The Faculty Emails event runs on TutorTrac profiles and sends an email to each faculty member of the
visits for their student the previous week. This is typically run weekly on Friday, Saturday, or Sunday.

missedAppt

xml_doProc("apptCalcMissed")

The missedAppt event checks each appointment for a matching visit and sets the Missed or Attended
statuses for each appointment. This event also sends the Missed Appointment email when the student
did not show up for their appointment. This is typically run each day after the Auto Termination script.

MovelogFile

zMovelogFile

The MovelogFile event resets the server logs. This event is typically run on the first of the month in the
early AM hours (1:00am to 4:00am) to start the logs fresh each month.

Nightly Restart

xml_doProc("relaunch")

The Nightly Restart event allows the Trac system to shut itself down and restart. This will clear up any
cache issues, server messages, or locked records. It is recommended to run the Nightly Restart event
each night for the schools with high activity on their system. The systems with an AdvisorTrac Profile
are also recommended to run the Nightly Restart script because advisors access more areas of the
system than consultants of other profiles. This is typically run each night after the other processes
have completed.

Send Email Reminders
xml_doProc("apptReminders")
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The Send Email Reminders event sends the appointment reminder emails to the consultants and
students for their appointments the following day. This is typically run daily in the afternoon or early
evening hours. It should be scheduled early enough that the users will have time to check their emails
for the reminders at the end of the day.

Center Profile Entry

Center Profile is a setup of unique subcenters, users, consultants, settings, and preferences. A single
Trac application comes with a single profile by default; however, additional profiles may be purchased
if you have some centers that operate in a slightly different manner from the original profile. A profile
is related to a product type (TutorTrac, AdvisorTrac, LabTrac, or FitnessTrac) and will have some
unique features enabled for the profile.

To get to your new Center Profile, roll your mouse over the search glass on the Trac Navigation search
window and click Center Profiles. This will bring you to a Listing Screen.

- TutorTrac Profile

Trac Navigation:

Center Profiles {b
! Fed L

TutorTrac Main Menu

Welcome! Utilization

Click your Profile name to edit your Profile.

- TutorTroc Profie

Trac Navigation:

v Q
) Center Profile Listing £
List Options~ Reportsv 1 of 1 Center Profile found ¥ Page 1 of 1P
Name Active Profile Email Primary Group
TutorTrac,Profile O Tuiedree Administrator

|C\|ck to edit the TutorTrac Profile and the subcenters TutorTrac Profile
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Activating your Center Profile

A Profile is not activated until you receive an Activation Code from Redrock Software. Email
support@Go-Redrock.com with the Sequence number found at the top of the Center Profile record. You
will receive an email containing your Activation Code for this profile. You will only receive an
Activation Code for the number of Center Profiles that you have purchased. Enter the Activation Code,
uncheck the Deactivated checkbox, enter the General Info in the Center Profile, and click Save.

9 Center Profile: TutorTrac Profile %]

General |Group Access| Centers || Consultants | Sections | Reasons Prefs

Sequence: 000001 @
Center Profile Hame::TutorTrac Profile |
Profile: | TutorTrac v| [ Deactivated
Profie Activation Cnde:jBBHEBDJABTTNOTRLUT ‘

Contact Name: |
Contact Email:
Contact Phone: |

Name for Consultants::Consu\tams | |

Default Group forf

Consuttants: | consultant Privileges V|

O Display this primary center as a choice along with subcenters

Primary Group: | Administrator hd |

Save E\

Creating Subcenters

After you have activated your Center Profile, we now have the ability to create subcenters. A
subcenter could represent a physical center, department, unit, or any other division that you might
need to separate activities, users, consultants, schedules, and visits. Typical subcenters include
Learning Centers, Math Centers, Writing Centers, Advising Centers, but subcenters do not have to be
limited to actual physical locations.

To create a subcenter, navigate to the Centers tab within your Center Profile. Click Create New to
begin the process of creating a new subcenter.

Center Profile: Redrock Tutoring 3
General Group Access  Tutors  Sections  Reasons  Prefs
@
10 subcenters found
G
D “ Name Active Remove
000045 Redrock Tutoring Center Profile
000046 Demo Leaming Center 2542 recs, no remove allowed

000047 Demo Math Center
000048 Demo Testing Center
000177 Demo Walkin

000166 Supplemental Instruction

447 recs no remove allowed

244 recs no remove cllowed

83 recs. no remove allowed

125 recs, no remove allowed

FEROFEREE

000212 WLDC °
000213 TEETING Center 20 recs, no remove allowed
000216 Demo Advising Center °
000217 Demo Writing Center a
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Enter the name of your Subcenter in the Subcenter Name field.

Zensrog Centers | Group Access  Tufors

Subcenter Mame: |

Consirain 3tudent Bocking to:
Constrain Student Logging to:

Reference Code:

[ Save Subcenter

Center Profile: Redrock Tutoring

Secfions FReosons Prefs

ID: 000000
Parent ID: 000045

nactive: [ Yes Logging Allow: [ Inactive , [l Banned

L

-

l Delete Subcenter

Click Save Subcenter to Save your Subcenter.
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Center Profile Prefs

The second area of settings is found in the Center Profile. The Center Profile(s) are only accessible to
users in groups with Center Admin level privileges. The Center Profile contains preferences specific to
the

Center Profile and its related Groups, Users, and Consultants. Because these settings have Profile-wide
implications, the Center Profile Entry is only accessible to Center Admin and Sys Admin Groups. Move
your cursor to the Trac Navigation Menu and mouse over the search glass in the search bar. Select
Centers to access a listing of all Center Profiles. Click on a Center Profile to access the Center Profile
Entry screens.

To get to your Center Profile Prefs, roll your mouse over the search glass on the Trac Navigation
search window and click Center Profiles. Click on your Center Profile. Select the “Prefs” Tab.

Log in/Out

Use a Waiting Room

Activating this preference allows you to collect Wait Time data. This applies in the situation where a
student comes in to your center, logs in, and then waits to be assigned a Consultant. After the student
logs in, the system places this student in a “Waiting Room” until either a Front Desk worker or
Consultant takes the next step and assigns the student a Consultant for the session.

The Waiting Room preference is typically used by Advising Centers. If a student Logs in and is waiting
for the “First Available” Advisor, your Log Listing will indicate this student’s status.

“ Log items Listing &3
- - 1 Log thems found
D Time In Center f Reason / Subj Consultant
> g?ﬁ?f f? D{;[;]m _ 1/11/2013 Demo Advising Center @.ﬁ waitna tosae @

At this point, our student is still waiting to be assigned a Consultant. Clicking on the icon of a person
sitting looking at the clock will then initiate the beginning of the session, at which point, the “waiting
to see” message will change to “being seen by”.
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“ Log items Listing &3

- - 1 Leg tems found
[[¥] Time In Center f Reason J Subj Consultant
ROOO000001 .. :
- 1/11/2013 Demo Advising Center .
# Smith, Sam & .. vIsing H beingssenby @

10:38 AM  Change Major Doe, Jane

Choose Consultant on Login

Activating this preference allows the user who is signing in to select a Consultant during the Login
process. The “# Choices” field just to the right determines the maximum number of Consultants
displayed during Login. Consultants displayed in the drop down box during Login will be organized
alphabetically, so if 30 consultants are linked to your Writing Center and you set the max to 10, the
first 10 Consultants in alphabetical order will be displayed, if the Writing Center is selected.

Set initial status to ‘waiting’ on log in

This preference, if activated, will set the Student’s initial status to ‘Waiting’ upon log in. This
preference is designed based on the assumption that Wait Time is a data field that is being collected.

And include wait time in total time for visit

Activating this preference will include wait time with Total Visit Time. If Wait Time and Visit Time
need to be separated, do not activate this preference.

Allow “First Available” as a choice

This preference, if activated, allows “First Available” as a choice for students when selecting a
Consultant. The “First Available” choice allows Consultants to then claim a student for a session, or
Front desk workers to then assign a student to a Consultant.

Only ‘First Available’ for these subcenters (blank for all):

Activating this preference will only allow the “First Available” choice when users are asked to “Choose
a Consultant”.

Choose Consultant on Logout

Activating this preference allows the user who is signing in to select a Consultant during the Logout
process. The “# Choices” field in the “Choose Consultant on Login” determines the maximum number
of Consultants displayed in this preference as well. The checkbox next to “Required”, if activated, will
force students to select a Consultant.

Ask for Subject

Activating this preference asks the user who is signing in to select a Subject for the session. The
“Display # Choices” field just to the right determines the maximum number of Subjects displayed
during Login.
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Use section schedule on Logging Visits in

Activating this preference will prompt the system to check a Student’s Class Schedule when the
selected Student is logging in. Activating this preference will only ALLOW students to login during class
times. Typically this preference is used for Attendance purposes. Keep in mind that in order for this
preference to function properly, student Class Schedule information must be imported or added to your
Trac system database (Class start time, end time, Course ID, student name/ID, etc...)

Yes, use time window ( ) min before, and (___) min after

The settings entered in this preference determine the tolerance level for both the “Use section
Schedule on Logging Visits In” preference above, and the “student may not log in during class time
preference below. For example, let’s say we enter 10 minutes into the “before” field and 10 minutes
into “after” field for this preference. If the “Use section Schedule on Logging Visits In” preference
above is activated, students will be able to log in up to 10 minutes before class and 10 minutes after
class. If the “student may not log in during class time” preference below is activated, students will
NOT be able to log in up to 10 minutes before class and past 10 minutes after class ends. If both
preferences are checked, the system will disregard the first preference (“Use section Schedule on
Logging Visits In”’), while still using the time/tolerance parameters defined in this setting.

”

Display section even if no schedule data exists (otherwise exclude)

This preference, if activated, will display a Section even if said section does not have the
corresponding schedule data for a student(s). So if not all courses have associated schedule data, they
may still be displayed so students may log in.

Ask for Reason

Activating this preference asks the user who is signing in to select a Reason for the visit. The “#
Choices” field just to the right determines the number of Reasons displayed, and consequently, the
size of the field that Reasons are listed in. Enter “1” in the “# choices” field to create a Pull Down
menu for Reasons.

Conclude related visits when a Consultant concludes a work visit.

A related visit occurs when a Consultant signs in for a Work visit (clocks in), and a student then signs in
for a session with said Consultant. This student visit is then defined as a “related visit” for the
Consultant. The activation of this preference determines whether these “related visits” will also be
concluded when a Consultant signs out of their work visit, or logs off using the “work” reason.
Activating this preference will proceed to conclude all related visits (to a Consultant), when said
Consultant clocks out.

Student may not login during the student’s class time

Activating this preference will prompt the system to check a Student’s Class Schedule when the
selected Student is logging in. If said Student is supposed to be attending a scheduled class at the time
of login, the system will deny Access (for the reason of having to attend class). The Time
window/tolerance that the system will allow can be set through the preference above “Use Time
Window (___) min before, and (___) min after” (for the “use Section schedule on logging visits in”
preference). Keep in mind that in order for this preference to function properly, student Class
Schedule information must be imported or added to your Trac system database (Class start time, end
time, Course ID, student name/ID, etc...)
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Delay for welcome / goodbye messages: (__) / (__) seconds

During the login/logout process, 2 brief messages are displayed: a welcome message and goodbye
message. This preference determines the length of time which these two messages are displayed.
When set to zero or left blank, the welcome and goodbye message will remain on a user’s screen until
they click “Continue”. Any value entered greater than 0 will prompt the system to automatically close
these messages, after the number of seconds that you specify here.

Delay for log listing refresh: (___) seconds (minimum 60 seconds)

This preference determines the rate at which the Log Listing page automatically refreshes. In the
situation, let’s say, where a computer at the Front Desk constantly displays the Log Listing, this
preference is designed to keep the list of students currently logged in to your Subcenters as accurate
and updated as possible by reloading itself every (____) seconds.

Auto Terminate Visits Longer Than:

The Auto Terminate Preference is designed to handle a few issues regarding the recording of Visit data.
First, what happens if a student logs in at 8am to your Subcenter, leaves for class, comes back and logs
out at 5pm. Second, what happens if a student forgets to log out after a session? You as an
Administrator sign in to the Trac system one day, view the Log Listing, and see a student who has made
an 18 hour visit. When looking at the Visit Summary for the previous day, you notice that another
student also made a 9 hour Visit (from 8 am to 5 pm). Considering the validity of the Reports you need
to run at the end of the month, you turn to the Auto Terminate Preference for redemption.

The Auto Terminate Preference works hand in hand with the Auto Termination Automated Event. The
Automated Event runs off of the settings that you define in these Auto Terminate Preferences.

The Auto Termination Automated Event takes every Visit that is Longer than (___) minutes, and
changes the Visit time to (___) minutes. The first preference determines which Visit records will be
modified based on the Time settings that are put into place.

To activate this preference, enter a number of minutes in the first field. This number will set the
Maximum Time for a Visit Duration. Enter a number of minutes in the second field to assign a default
Time value to all of the visits that have a duration greater than the Maximum Time for Visit Duration
that was set in the first field.

Auto Terminate Visits Longer than ( ) minutes, and change visit to (___) minutes.

Let’s say we set the first field to 180 minutes, and the second field to 60 minutes. This signifies that
ANY visit longer than 3 hours will be automatically changed to a duration of 1 hour. This change will
take place whenever the Automated Event (Auto Termination) takes place (typically nightly). If the
second field is blank or set to zero, Visit Records that exceed 180 minutes will be deleted.

Auto Terminate on Log List: and set the visit time to (___) minutes

The Auto Terminate on Log List preference handles the situation in which students forget to log out of
your center(s). While the Auto Terminate preference above modifies visit time based on length of
visits, the second Auto Terminate preference will remove any students who remain on your Log Listing,
and then change their visit time to a value that you determine. These two preferences deal with two
different types of Visits. The first preference handles Visits that have been completed, as illustrated in

40



the first example above (student visits from 8am to 5 pm). But in the situation where a student forgets
to log out, the Visit has not yet been concluded. The difference between the two students lies in the
fact that the second student did NOT sign out. This preference will modify Visits that have not yet been
concluded (Student is still on the Log Listing). Basically, when the Automated Event runs, any student
who is currently still on your Log Listing will be removed from the Log Listing, and the respective visit
duration will be changed to the time you set in the second setting (set the visit time to).

e Log out of this center when student logs in to another center

This preference, if activated, will limit a student to only be able to be logged in to one
center at a time.

Warn user if visit time less than ( ) minutes

This preference, if activated, will display a warning message to Students who log off after a certain
length of time (brief). The default value is set to 15 minutes, and so if this preference is activated,
students who are attempting to log off before the 15 minute mark, will receive a warning, which you
may customize through the next preference.

Warning message to display (...)

The (...) icon, when clicked, will expand to a larger text field, where users can enter the custom Visit
Warning message to send to users who may be logging out too early. The message could be something
along the lines of, “You haven’t completed a 15 minute visit yet. Are you sure you want to log off?”

Display subject in Log List

Activating this preference will display Subjects for visits shown in the Log Listing. This privilege can be
further restricted in the Group Access preferences.

Display reason in Log List

Activating this preference will display Reasons for visits shown in the Log Listing. This privilege can be
further restricted in the Group Access preferences.

Display Student ID in Log List

Activating this preference will display Student IDs for visits shown in the Log Listing. This privilege can
be further restricted in the Group Access preferences.

Obscure Student ID (****) on Log In

Activating this preference will obscure Student IDs entered in the Log Student Window. This privilege
can be further restricted in the Group Access preferences.

Log Student:
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Allow creation when ID not found**

Activating this preference will allow a User to create a new Student Profile if an ID or Full Name
entered in the Log Student Window is not found.

Find Student %]
Single student not found. Please check login id (0000000000)
and try again.
Your attempt to log in has failed.

Search: |0000000000

Create Student | Try Again

Consultant Choice on Login

Allows for customizations of Consultant choices. Contact Redrock Support for details (support@go-
redrock.com)

Center Choice Modifier

Allows for customizations of Center choices. Contact Redrock Support for details (support@go-
redrock.com)

Subject Choice Modifier

Allows for customizations of Subject choices. Contact Redrock Support for details (support@go-
redrock.com)

Reason Choice on Login

Allows for customizations of Reason choices. Contact Redrock Support for details (support@go-
redrock.com)

Logged in via: (Staff) or (Student)

Defining this preference is essential for perfecting your Login/Logout process. Your Trac system must
have this distinction made in order for your system to successfully design the Login procedure for a
specific User. For instance, the following preference “Show student messages on Login” may not be
logical if a Staff member is logging in your students.

Show student messages on Login
Activating this preference will display the Student’s recent message history during the Login process.

Login Terms and Conditions
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You have the option of adding a Terms and Conditions that students must agree to before logging in to
your Center.

Term=s & Conditions

Login Terms & Conditions:

Label for Acceptance of Terms: Default (I Accept)

This preference determines the Label for your Acceptance of Terms (See following Screenshot for
Terms & Conditions)

Terms & Conditions: Acceptance of Terms

Choose A Reason %)

=
Sam, Please click w to sign in.

Select a Subject: Select a Visit Reason:

2 8

ACCTG110 205 20112 Fundamentals of Financial Accounting General Tutoring

ACCTG111 202 20112 ACCTG111-202 Homework

CIS106 200 20112 CIS106-200 Online Session
Peer Study Group
Research

Terms & Conditions1 | Accept

N

' Continue |

Logged out via: (Staff) or (Student)

Defining this preference is essential for perfecting your Login/Logout process. Your Trac system must
have this distinction made in order for your system to successfully design the Logout procedure for a

specific User. For instance, the following preference “Show student messages on Logout” may not be
logical if a Staff member is logging your students in/out.
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This distinction is typically more relevant in regards to Logging out, as it is during this part of the
process that Visit Notes are entered. The User who is entering these notes into your Visit Records then
becomes significant. If your Staff members are Logging students out, then the Notes section during
Logout will be classified as Visit Notes. If students are logging themselves out, then the Notes section
will be classified in the system as Student Remarks. This distinction must be made clear early in the
process, so as to avoid confusion in running Reports and collecting accurate Visit Data.

Show student messages on Logout
Activating this preference will display the Student’s recent message history during the Logout process.
Enter notes on logout, width (30) height (4) - (default values)

Activating this preference will allow Users to enter Notes during Logout. The Width and Height Fields
determine the size of the Text field box that these notes can be entered into.

Enter notes on logout for work visits.

Activating this preference will allow Consultants to enter notes during Logout for Work Visits. Record
notes per Work Shift may be beneficial for Payroll purposes or for historical reasons.

Auto lock visits older than: (___) days

Entering a number into the days field will activate this preference and prompt your Trac System to
Lock Visit Records older than the number you set. Locking a Visit Record will prevent users from
modifying or deleting any data. Groups may be given access to edit Locked Visits.

Time Zone Difference:
e Time Zone Difference From Server: (___) hours

For example, if your Server is in EST and your Center in CST, the Time Zone Difference FROM
Server would be = (-1).

Visit Custom Fields

Visit Custom Fields allow you to create Customized Questions to gather additional feedback from
students during the Log in / Log out process. There is a limit of 8 Visit Custom Fields per Center
Profile.
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Scheduling

TIME RESTRICTIONS:
(Fields in parenthesis are Default Values)

Schedule no sooner than (7 days) and no later than (24 hours) prior to the Appointment.

This preference defines the Time range in which Appointments are able to be booked. The default
settings are: Schedule no sooner than (7) days in advance, and no later than (24) hours prior to the
appointment.

No cancellations within (24 hours) prior to the Appointment.

This preference defines the Time range in which Appointments are able to be Cancelled, previous to
the Appointment actually occurring. If this preference was set to, for example, 24:00 hours, students
would NOT be able to Cancel an appointment within 24 hours prior to the appointment.

Appointment Duration Minimum:

This preference defines the minimum length for ALL appointments, and basically restricts the minimum
duration of Appointments that you will allow to occur in your Centers.

Appointment Duration Maximum:

This preference defines the maximum length for ALL appointments, and basically sets a limit for the
maximum duration of Appointments that you will allow to occur in your Centers.

Default Appointment Duration:
This preference determines the default duration for ALL appointments.
Appt Start in Increments of (00::00)

This preference defines the Increments of time with which you use to measure Appointment duration.
If your Centers use schedules based on 10 minute Intervals (1:50, 2:40, etc), for example, we would
enter “00:10” to set up the Appointment Start times appropriately. You can use (00:00) to ignore this
setting.

Appt End in Increments of (00:00)

This preference defines the Increments of time with which you use to measure Appointment duration.
If your Centers use schedules based on 10 minute Intervals (1:50, 2:40, etc), for example, we would
enter “00:10” to set up the Appointment Start times appropriately. You can use (00:00) to ignore this
setting.

Appt Duration in Increments of (00:00)

This preference defines the Increments of time with which you use to measure Appointment duration.
If your Centers use schedules based on 10 minute Intervals (1:50, 2:40, etc), for example, we would
enter “00:10” to set up the Appointment Start times appropriately. You can use (00:00) to ignore this
setting.
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Default Multi-Slot Times: minutes

Multi-Slot Times allow users to book multiple appointment slots. For example, if a Consultant was
available for 1 hour appointments Monday Afternoon from 1 to 4 pm, a student could be given the
option to book all three appointments: the 1:00 appointment, the 2:00 appointment as well as the 3:00
appointment. This preference determines the Default Slot times (for this example 1 hour) of these
additional appointments, if the student wants to book multiple appointments.

SPECIAL FIELDS (ON SCHEDULE AND ENTERING APPOINTMENTS)

Reasons: (_) Use Reason Specialties on Search Avail:

Activating this preference will display the Reason field in the Search Availability Window. When
searching for an Availability, the user who is performing the search has the option of entering a Reason
to limit the search. If the activation of this preference is desirable, make sure that during the process
of setting up Availabilities, Reason is defined (See Chapter 6: Reasons - Reason Specialties section).

Show on Schedule:

Activating this preference will display Reason Specialties on the Schedule: specifically next to the Time
field on the Availability itself.

KE';,': drop in Tonl mulfi-person class or group
Week Schedule 1/21/2013 Jane Doe Demo Learning Center
(=] Mon 1/21~ Tue 1/22~ Wed 1/23~ Thu 1/ ~
£:00 AM
7:00 AM
8:00 AM=w 5:00a (¥ [ENG1D1|01 20112 [%] Ew5:00a * ENG101 01 20112 (%]
General Tutaring General Tutoring
S:00 AM W 9003 O ENG101 01 20112 ¥ 9:00a C'[ENG101|01 20112
General Tutoring General Tutoring
10:00 AM W 10:00a (& ENG101 01 20112 ¥ 10:00a (* ENG101 01 20112
General Tutoring General Tutoring
11:00 AM
12:00 PM 1
1:00 PM w 1:00p G[accTGiiolzos  (®) w 1:000 & ACCT
20112 Homework f40/5 20112 Homewc,
2:00 PM W 2:00p (@ ACCTG110 205 ¥ 3:.00p (_‘:‘
20112 Homework [3:0/5 20112 Homewor
3:00 PM ¥ 3:00p & ACCTGL110 205 w* 3:00p G ACCT
20112 Homework Ff0/5 20112 Homework
4:00 PM
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Enter in Avail

Activating this preference will allow Reason to be entered while creating Availabilities. Reason will be
displayed in the Availability Entry Window.

Single Person Availability
Center: Demo Leaming Center - Subject: ENG101 071 20112
Location: Library Reason: General Tutoring I'E]
TEXIT HElp s}:‘_l,l
Max: 1 students. General Tutoring
Date From:01/21/20135% To:[01/25/20137% giﬂ"ﬂee“;;:si on
From: 8:00& @ To: 'I'I:UUa@ Peer Study Group
Research
Days:MON WED FRI Tutor Work Sign On
Divide into Slots (HH:MM): 01:00)  Activate mutti-sk ﬁfﬂ;g:k]
Breaks of HH:MM): 00:006) [ Spht info sepa s e
Autobook: Mone -
Clanow option to book weekly, Back J
defoult: Checked -
There are no overmdes for this availakbility

Enter in Appt

Activating this preference will display the Reason Specialties on the Appointment Entry Window.

Appointments Entry %
#a Student: Sam Smith #a Staff: Jane Doe
RO0O000001
GOG-IO0- 00
Appointment Info

Center: Demo Learning Center - Location: Library

Subject: |

| Reason: I Status:

_|Extra Help - _8:00AM  To: 9:00 AM

Date: . Time:
General TU"'R"H Appointment Duration: 60 + minutes
Homework

Fhone:| 5 nline session
Peer Study Group
Research

Motes: | Tutor Waork Sign On
Work

Created 0000 oooroooooo oy
Medified 00/00/00 ot 00:00:00 by

[ Save ,I | Automaotically create the visit when this appointment is saved.

[l override and send confirmation when this appointment iz saved.

47



(L) Required

Activating this preference will force users to specify Reason Specialties during their search. A search
will not be able to be performed without entering a Reason Specialty.

Locations: (_)

Activating this preference will display the Location field in the Search Availability Window. When
searching for an Availability, the user who is performing the search has the option of entering a
Location to limit the search. If the activation of this preference is desirable, make sure that during the
process of setting up Availabilities, Location is defined (See Chapter 9: Availabilities: Availability Entry
Options section).

Show on Schedule

Activating this preference will display Location on the Schedule. When you hover your mouse cursor
over an Availability, Location will display.

KE':.-’: drop in 1onl mulfi-person closs or group
Week Schedule 1/21/2013 Jane Do
[} Mon 1/21~ Tue 1/22~
5:00 AM
F:00 AM

8:00 AMEw * ENG101 01 20112 [X]
Et{l-“)eral Tutoring

5.00 AM W 9| Avvailability: 8:00a-11:00a Demo Learning Center Lihrary”

A

General Tutoring

10:00 AM ™ 10:00a (O ENG101 01 20112
General Tutoring

11:00 AM

47, O TYEE

(_) Enter in Avail

Activating this preference will display Location in the Availability Entry Window (when setting up
Availabilities).
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»

Single Person Availability

Center: Demo Learning Center ~ Subject: ENG101 01 20112
Library Reason: General Tutoring
Office
Max:
pote o, I CET 757
From: ]
Days: RI

m

01 :D[@ Activate multislot bocking: 30,60

% O Split into separate availability blocks on Save

-

eekhy, [ Back J [ Save J

pre no overrides for this availability

(L) as Text

Activating this preference allows users to, instead of selecting from a Pre-defined list of Locations,
enter in Custom Locations as Text. Rather than clicking the Dropdown menu next to Locations and
making a selection, users can simply click in the field and Type a Location name (i.e. Room 101).

»

Single Person Availability
Center: Demo Learning Center - Subject: ENG101 01 20112

Location: Room 101 Reason: General Tutoring

axi/ i
Date From; 23"y 5/2013 7

Student Center
From:

Days: RI

m

01 :D[@ Activate multi-slot booking: 30:60

@ DSpIif into separate availability blocks on Save

-

rekly, Back Save

ore no ovemdes for this availabiliby

1
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(_) Enter in Appt

Activating this preference will display the Location Specialties on the Appointment Entry Window
(when booking Appointments).

Appointments Entry %]

& Student- Sam Smith & Staff: Jone Doe
ROOO000001
555-355-5555

Appointment Info

Center: Demo Learning Center Location: Library |E]
Su:nfe:':l Office -
Ee::so"u:l Status:| Hall
Library
Date: 1/21/2013 IIGEN: Student Center ]
l{l“_’;] n: 60 ~ minutes

Phone:

Motes:

Created 00/00/00 at 00:00:00 by
Medified 00/00/00 at 00:00:00 by

Save | [[] avtornatica ly create the visit when this oppointment is saved.
[ crverride and send confirmation when this appointment is saved.

(L) Required

Activating this preference will force users to specify Location during their search. A search will not be
able to be performed without entering a Location.

Sections: ()

Activating this preference will display the Section field in the Search Availability Window. When
searching for an Availability, the user who is performing the search has the option of entering a Section
to limit the search. If the activation of this preference is desirable, make sure that during the process
of setting up Availabilities, Section is defined (See Chapter 5: Sections - Section Specialties).

(_) Show on Schedule

Activating this preference will display Subject/Section on the Schedule: specifically next to the Time
field on the Availability itself.
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7:00 AM

S:00 AM

| Search... | Key: drop in Tonl mulfi-peron closs or group

Week Schedule 1/21/2013 Jane Doe Demo Learning Center
Wed 1/23~ Thu 1/«

Mon 1/21~ Tue 1/22~

8:00 AME ¥ 5:00s C‘ol 20112 X
General Tutoring

¥ 9:00= ( ENG101 01 20112
General Tutoring

EVS:DDE C ENG101 01 20].].2@
General Tutoring

¥ 9:00a C'|ENG101|01 20112

General Tutsnng

10:00 AM W 310:00a C ENG101 01 20112 W 10:00a C ENG101 01 20112
General Tutoring General Tutoring
= i
11:00 AM
12:00 PM r
1:00 PM w i:00p G[ACcTG1i10|z05 (%) w 1:00p & ACCT
20112 Homework 170/5 20112 Homewc
2:00 PM w 2:00p G ACCTG110 205 w 2:00p C|ACCT]|
20112 Homework [3:0/5 20112 Homeworl
3:00 PM ¥ 3:00p @ ACCTG110 205 ¥ z:00p & ACCT
20112 Homework [F0/5 20112 Homework
A:00 B

(_) Enter in Avail

Activating this preference will display Subject/Section in the Availability Entry Window (when setting
up Availabilities).

&3

From:

Days:

Date From:|01/21/20135 To:|01/25/2013:

Single Person Availability
Center: Demo Learning Center = Subject:[FNG101 0120112 [+]
Location: Library (¥ Reason Sections:
T ACCTG110 Fundamentals of
Max: 1 students. 205 20112 Financial Accounting

EMNG101 01 First Year

20112 Composition
8:00a € To: 11:00a€D) Section Group.]
| Algebra-Humanities
MON WED FRI |A_||| | ‘wh:\'ue||_' All Math

Divide info Slots (HH:MM): 01:00p)  Activate muiti-s|

ECOM ITAL
Math Section Group

Breaks of (HHMM): DD:DC@ [ Split into sepd Test This Section Group

Autobook: None -

tootina frocldom Al

[Claliow option to book weekly, [ Back ]

[ Save

defoult: Checked -

There are no overrides for this availability

T
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(_) Enter in Appt

Activating this preference will display the Subject dropdown menu on the Appointment Entry Window
(when booking Appointments)

Appointments Enfry %]

& Student: Sam Smith & Stafi: Jons Doe
ROOOO00001
555-355-5555

Appointment Info

Center: Demo Learning Center Location: Library
Subject| ENG1010120112  [¥]
Reason:| ECON195 900T 20112 = Status:
ACCTG110 205 20112 8:00AM  To: .00 AM
Date:| acc1111 202 20112 Time:

" Appointrent Duration: 60+ minutes
CIS10s 200 20112

s 01 01 201 Iﬁ

Motes:

Created 00/00)
Modified 00/00, e

Save | O Automatically create the wisit when this gppointment is saved.
[ Crverride and send confirmation when this appointment iz saved.

(_) Required

Activating this preference will force users to specify a Section during their search. A search will not be
able to be performed without entering a Section.

OTHER SCHEDULE OPTIONS:

Allow Student to Cancel Appts

This preference, when activated, allows students to Cancel Appointments. When logged in as a
Student, any upcoming Appointments will appear in the Welcome Window in the Center of your Main
Menu. These appointments can be cancelled simply by clicking on the “X” to the right of the
Appointment.
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TutorTrac Main Menu

Welcome! TutorTrac Instl

In order to book an appointment, please
click on Search Availability on the left
side of your home page. Select the Center to
book your appointment in, and follow the
instructions on that page.

Test for Student Main
Menu. Edited in center
profile: notice to
students.

Thank you! Hello Students!

Upcoming Appointments

Cemo Leaming Center appointrent on 17152013 of 8:00 AM
with Jane Doe .

Display Consultant Email:

This preference, when activated, displays the Consultant’s email address for Students’ reference. The
Consultants’ email address will be displayed next to their Name in the Search for Availability Results.

8:00 AM - 3:00 AM [3/10)
9:00 AM - 10:00 AM [D10)
10:00 AM - 11:00 AM [0f10)

8:00 AM - 3:00 AM
9:00 AM - 10:00 AM
10:00 AM - 11:00 AM

1:00 PM - 2:00 PM [0r5]
2:00 PM - 2:00 PM [OF5)
3:00 PM - 4:00 BM [0/5]

Available Time Slots:
Wed Mon Tue Wed

1/16/2013 1/21/2013 1/22/2013 1/23/2013
Testing the HTML on the AvailResulfs.
Testing the script on availresults.
Your account has ovemides, allowing you to override any scheduling restrictions.

Jane Doe Jane Doe Jane Doe Jane Doe

janedoe@mcc.edu janedoe@mcc.edu janedoe@mrcc.edu janedoe@rcc.edu

Library Library Library brary

8:00 AM - 3:00 AM
9:00 AM - 10:00 AM
10:00 AM - 11:00 AM
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Check Student Conflict on Save Appointment

This preference, when activated, will check for any Scheduling Conflicts when students book an
Appointment. If a student has another appointment (in any center) at the same allotted time slot, the
system will prevent the student from double-booking.

Display Consultant Alias on Availability Search

This preference, if activated, will display Consultant Alias on the Search for Availability Window.
Consultant Alias is typically used if a Consultant does not want to display their Full Name, and instead
uses an Alias for identification.

Display Notes on Appointment Entry, Students may ( )

This preference, if activated, will display any Appointment Notes in the Appointments Entry window.
Furthermore, Students may:

Edit

The “Edit” option will allow students to Edit and modify any notes entered.
View

The “View” option will only allow students to View Appointment Notes.
Hide

The “Hide” option will hide any Appointment Notes from the student.
Display Consultant Phone on Appointment Entry

This preference, if activated, displays the Consultant’s phone number in the Appointment Entry
Window. The Consultants’ phone number will also be displayed next to their Name in the Search for
Availability Results.

Appointments Enfry % |
#a Student: Sam Smith & Staff- Jans Doe
Sooeonoaol, 555-555-5555
Appointment Info
Center: Demo Leaming Center - Location: Library
Subject:| '
Reason:| ' Status:
.00 AM  To: 900 AM
Date: 1/21/2013 Time: “
Appeintment Duration: 60 + minutes
Phone:
Motes:
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Key: | drepin | 1enl || mulfiperson classor group = Move the mouse over an availability fo view the locafion and other instructions.
Available Time Slots:

Wed Mon Tue Wed
1/16/2013 1/21/2013 1/22/2013 1/23/2013

Testing the HTML on the AvailResults.
Testing the script on availresults.

Your account has ovemdes, allowing you fo ovemde any scheduling restnictions.

Jane Doe Jane Doe Jane Doe Jane Doe
janedoe@mrcc.edu janedoe@mcc.edu janedoe@mrcc.edu janedoe@mrcc.edu
Library Library Library Library
8:00 AM - S:00 AM [3/10) 8:00 AM - S:00 AM 1:00 PM - 2:00 PM [Or5] 8:00 AM - S:00 AM
S:00 AM - 10:00 AM [0710) 9:00 AM - 10:00 AM 2:00 PM - 3:00 PM [0f5] S:00 AM - 10:00 AM
10:00 AM - 11:00 AM [0F10) 10:00 AM - 11:00 AM 3:00 PM - 4:00 PM [0f5] 10:00 AM - 11:00 AM

Allow User to Enter Visit Notes on Group Roster

Activating this preference allows Users to enter Visit Notes on Group Rosters for Group Appointments.
Attendance can be taken for Multi-person / Group Appointments directly from the Schedule, and as
students are marked as Attended or Cancelled, Visit records are created or not created appropriately.
If Students are marked as Attended and a Visit Record is created, this preference allows for Users to
enter Visit Notes for the Visit Record.

Allow User to Enter Send Emails on Group Roster

Activating this preference allows Users to be able to send emails on Group Rosters for Group
Appointments. Attendance can be taken for Multi-person / Group Appointments directly from the
Schedule, and as students are marked as Attended or Cancelled, Visit records are created or not
created appropriately. If Students are marked as Attended and a Visit Record is created, this
preference allows for Users to Send Emails directly from the Schedule through the Group Roster.

Block Students from Booking Recurring Appointments

This preference, if activated, will block students from booking Recurring Appointments (Daily, Weekly,
Monthly). This is not to be confused with the Multi-Slot function, which will still be available for users
to book multiple time slots within the same Availability.

e Appointment Custom Field:
e Display Custom Field on Appointment Entry
e Appt Custom Field Label

This preference allows you to place a Custom Field in the Appointments Entry window. This custom
field will appear when the Appointment is being booked, along with the Subject, Reason, Location,
Fund, and Status fields (if you so choose). The default Custom Field is set to (Phone) and allows Users
to enter their Phone number into the Appointment Record as the appointment is being booked.
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Appointments Enfry % |

& Student: Sam Smith & Sioff- Jane Doe
RDDOODO0DT
555-555-5555 555-555-5555

Appointment Info

Center: Demo Learning Center - Location: Library
Sub_’e:':l
Re::son:l | Status:

. 00 AM  To: 9:00 AM

Date: 1/21/2013 Tim
Appointment Duration: 80 + minutes

Phone: J |

Motes:

Created 00/00f00 at 00:00:00 by
Medified 00/00/00 ot 00:00:00 by

Save | O Avtomatically create the visit when this appointment is saved.
[ override and send confirmation when this appointment iz saved.

Custom Field Required

This preference forces the Custom Field of your choice to be REQUIRED in order to “Save” or book the
Appointment.

Appointment Instructions

You can enter in this field any appropriate Instructions for users who are booking appointments. These
customized instructions will appear on the Appointments Entry Window, just above the Center
Selection Field.
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Center Profile: Redrock Tutoring

Sanara Centers Group Access Tufors 3Sections Reasons | Prefs

Log InfCut | Scheduling | Custom Fields Custom lists Emails  Nofices

Appointment Custom Feld:
Display Custom Field on appointment entry
Appt Custem Field Lakel: |Phone
[ custem Fisld required

Here are the instructions to book an ‘—

m

Appointment:

Appointment Instructions:

Custom Choices:

O Display Fund on Appointment Er.iﬂ,fD Fequired

Appointment Status & Management:

Appointments Enfry

s Student: Sam Smith & Staff- Jans Doe

RO0D00000]
el 555-555-5555

Appointment Info

[Here are the instructions 1o book an Appointment: |

Center: Demo Learning Center Location: Library
Subjecf:[ 1
Recson:[ I Status:

- 800 AM  To: 3:00 AM

Date: 1/21/2013 Tirm
Appeointment Duration: 60 + minutes

Phone:
Motes:

Created 00/00/00 ot 00:00:00 by
Medified 00/00/00 at 00:00:00 by

l Save .I O Automatically create the visit when this oppointment is saved.

[ Crverride and send confirmation when this appointment iz saved.
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Custom Choices

You can define in this field the Choices available for the first preference in this Section: Appt Custom
Field Label. Any choices that you enter in this field must be separated by a Return (Enter) character,
and will appear in the Appointment Entry Window when a user is booking an Appointment.

Center Profile: Redrock Tutoring % |
Ganerg Centers Group Access Tuiors 3Sections Regsons | Prefs
Log InfOut | Scheduling | Custom Fields  Custom Lists  Emails Mefices

Appointment Custom Field:

Disploy Custom Field on appointment entry
Appt Custom Rield Label: |Phone
[ custom Fisld required
Here are the instructions to book an ‘

Appointment:
Appointment Instructions: EE

l..m

Choice #1

: Choice #2
Custom Choices: Choice %3

[ Display Fund on Appointment Ertry [l Required

Appointment Status & Management:

Appointments Enfry %]

& Student: Sam Smith & Stoff Jane Doe
ROOOO0O001
355-555-5555 555-555-5555

Appointment Info

Here are the instructions to bock an Appointment:
Center: Demo Learning Center = Location: Library

Sub_’ev:‘:[
Re::lson:[ Status:

. 800AM  To: 900 AM

Appointment Duration: 680 + minutes

Date: 1/21/2013 Tim

Phone: %
(Choice #1; +

Choice #2
Choice #3

Motes:

Created 00400,
Modified 00/0

Iy create the wvisit when this appointment is saved.
" H send confirmation when this appointment is saved.

l Save |
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Display Fund on Appointment Entry

This preference will Display the Fund field that appears in the Appointment Entry Window.

Appointments Entry X]
% Student: Sam Smith #a Staff: Jane Doe
sl 555-555-5555

Appointment Info

Here are the instructions to book an Appointrnent:

Center: Demo Learning Center - Location: Library
Su:\_'e:':[ Fund: |T|
Ee::so"l:[ Status:
8:00 AM  To- 9:00 AM
Date: 1/21/2013 Time: °
Appeointment Duration: 680 + minutes
Phone
Motes:

Created 00/00/00 at 00:00:00 by
Medified 00/00/00 at 00:00:00 by

Save | [ Avtomatica ly create the visit when this oppointment is saved.

Owerride and send confirmation when this oppointment is saved.

Required

This preference will force the Fund field to be completed in order to “Save” or book the Appointment.

APPOINTMENT STATUS & MANAGEMENT:

Appointment Status Choices ( )

The Appointment Status Choices Field is an area where we can define our Appointment Status Choices.
Here we can designate an unlimited amount of Status types, to accurately classify and process the data
of Appointments that occurred. Typical Appointment Statuses include: Attended, Missed, Tutor-
Cancelled, Student-Cancelled, or even Student-Missed, Tutor-Missed, Admin Cancelled, Student
Cancelled, etc...Make sure to separate each classification with a Return or Enter character.

Status for Attended (___ )

The Status for Attended field allows a user to rename one of the two most important statuses that
need to be defined in the system: Attended and Missed. The desired hame should be entered in the
text field, and also should be included in the preference #1 above: Appointment Status Choices.

Status for Missed (___ )
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The Status for Missed field allows a user to rename the second most important status: Missed. The
desired name should be entered in the text field, and also should be included in the preference #1
above: Appointment Status Choices.

Missed Appointments, Change Status to ( ) automatically each night

This preference involves the Automated Event “Missed Appts” mentioned in the Intro / Definitions
section. To briefly summarize, the “Missed Appts” automated event basically checks all Visits that have
occurred within a time period, and attempts to link these Visits to the correct Appointments. If an
appointment, let’s say was set to occur at 12:00 pm on Monday, and the student who booked the
appointment logs in at 11:45 am, and signs out at 01:15 pm. Later that night, the “Missed Appts”
automated event runs and sees that our student made a visit for an hour and a half. The system also
recognizes that the time frame matches that of the Appointment (to a degree of tolerance that you
set, i.e. +/- 15 minutes), and therefore successfully matches the Visit to the Appointment, and marks
the Appointment status as Attended.

On the other hand, let’s say our student does not show up for the Appointment. In this case,
the system recognizes that there was no Visit made on Monday by said student. Consequently, the
system does NOT link the Visit to the Appointment, as no visit occurred. This preference then comes
into play, as the system will then modify the Appointment Status to whatever Status you define here,
for example, “NO Call NO Show”, if the status of “missed” is insufficient or you want to further
define/classify the status of an Appointment.

e Student Max Missed ( ) appts, since ( )
¢ Change Center Student Status to ( )

The Student Max Missed Preference determines exactly how many Appointments a student can miss,
and if so, what happens to the student’s Status as a result? For instance, let’s say we set a limit at 3
max Appointments missed within a Semester’s date range. Let’s also say if such a situation were to
happen, we would then change the students’ status to BANNED. In this case, if a student were to miss
3 appointments within a semester and subsequently attempted to book another Appointment, the
system would return with a message indicating the students current status of BANNED, and the reason
(missing 3 appointments).

Appointment Fund Choices ( )

The Appointment Fund Choices Field is an area where we can define the different classifications of
Funds. Here we can designate an unlimited amount of Fund types. Make sure to separate each
classification with a Return or Enter character.

Appointment Location Choices ( )

The Appointment Location Choices Field is an area where we can define Locations within
Appointments. Location is typically used to further designate a location within a Subcenter - for
instance, Writing Center: Location - Room 103. Make sure to separate each classification with a Return
or Enter character.
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OTHER SCHEDULING BLOCKS:

The “Other Scheduling Blocks” section allows a campus to devise Rules regarding Scheduling. The
following parameters will PREVENT a student from booking an appointment, if certain rules are broken.

Prevent a student from booking an appointment if any of the following is true:

e Maximum of (__) Appts with Status = ( ) from ( ) to ( )

This preference (similar to Preference #4 under Appointment Status & Management above) allows a
campus to create a Scheduling Block based off of any Appointment Status. If, for instance, your campus
has created an Appointment Status of “Student Cancelled”, and you would like to prevent students who
have Cancelled 3 appointments from booking any further appointments, we could set a maximum limit
at 3 Appointments with a status of “Student Cancelled” for this semester.

e Maximum of (__) Appts with Status = ( ) from ( ) to ( )

This preference is the exact same as Preference #1 above, and is available to set a rule involving a
different Appointment Status.

e Prevent booking when Student Status is ( )

This preference will simply prevent a student from booking if said student’s status is . To use
an example from earlier, if a student status is BANNED from missing 3 appointments, and this
preference has been set to BANNED, said student will not be able to book appointments for the
remainder of the time period that you defined.

e Prevent booking for more than ( ) consecutive appointments Same Consultant, (_)
for the same student

This preference, if activated, will prevent a user from booking consecutive appointments with the
SAME Consultant, OR for the SAME Student.

SEARCH AVAILABILITIES:

Center Description/Instruction on search

The Center Description/Instruction on search field allows a user to enter Custom Instructions on the

Search for Availability Window. HTML tags are acceptable in this area. Click on the “jcon on the
bottom right corner of the text box to expand the field.
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Center Profile: Redrock Tutoring

Genergl Centers Group Access  Tuiors Sectfiors  Reasorns | Prefs

<b>Please choose a center and a
course and then click Search to

Center description/instruction on search: find available tutors.</b>

Student:
1 Sam Smith

Center:

Demo Learning Center

Please choose a center and a course and
then click Search to find available tutors.

Consultant:
Section:

From:

(01/15/20135
To:
(01/29/20135

Time:
8:00a to 9:00p

Days:

MON_TUE WED THU FRI

Search |

Instructions when no Availabilities Found

The Instructions when no Availabilities Found field allows a user to enter Custom Instructions in the
Search for Availability Window, when no results have been found. HTML tags are acceptable in this

i

area. Click on the " icon on the bottom right corner of the text box to expand the field.
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Sorry, there were no availabilities
found. Please email <a
href="mailto:supportl@go-redrock. com™>

Instructions when no availabilities found: supportlioo-redrock.com </a> if you
need assistance scheduling an
appointment.

Key: [ dropin | 1enl | mulfiperson closs or group | Move the mouse over an availability to view the location and other instructions.

Avadilable Time Slots:

Tesfing the HTML on the AvailResulis.
Testing the script on availresults.

Your account has ovemrides, allowing you to overide any scheduling restncfions.

Mo resulfs found.
Sorry, there were no availabilifies found. Please email support@go-redrock.com if you need assistance scheduling an
appointment.

Show Consultant Choice on Search, if not, use ( )

Activating this preference will allow Users to Choose a Consultant when Searching for an Availability.
The text field to the right of the word “use” has the ability to define a couple of options. If left blank,
ALL consultants will be available in selection. A specific Consultant name can be typed here to display
a SINGLE Consultant. Entering in the phrase “CHOICE REQUIRED” will force Users to select a Consultant
before a search can be performed.

Consultant Choices Script (___ )

Allows for customizations of Consultant choices. Contact Redrock Support for details (support@go-
redrock.com)

Show Reason on Search, if not, use ( )

Activating this preference will allow Users to Choose a Reason when Searching for an Availability. The
text field to the right of the word “use” has the ability to define a couple of options. If left blank, ALL
Reasons will be available in selection. A specific Reason can be typed here to display a SINGLE Reason.
Entering in the phrase “CHOICE REQUIRED” will force Users to select a Reason before a search can be

performed. If the Reason choice is required, make sure to define Reasons when creating Availabilities

and Appointments.

Reason Choices Script (L)

Allows for customizations of Reason choices. Contact Redrock Support for details (support@go-
redrock.com)

Show Section on Search, if not, use ( )

Activating this preference will allow Users to Choose a Subject/Section when Searching for an
Availability. The text field to the right of the word “use” has the ability to define a couple of options.
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If left blank, ALL Subjects will be available in selection. A specific Subject can be typed here to display
a SINGLE Subject/Section. Entering in the phrase “CHOICE REQUIRED” will force Users to choose a
Subject before the search can be performed. If the Subject choice is required, make sure to define
Subjects when creating Availabilities and Appointments.

Show Location on Search, if not, use ( )

Activating this preference will allow Users to Choose a Location when Searching for an Availability. The
text field to the right of the word “use” has the ability to define a couple of options. If left blank, ALL
Locations will be available in selection. A specific Location can be typed here to display a SINGLE
Location. Entering in the phrase “CHOICE REQUIRED” will force Users to select a Location before a
search can be performed. If the Location choice is required, make sure to define Locations when
creating Availabilities and Appointments.

Allow Dates on Search, Default from (__) to (__) days

The Allow Dates on Search preference allows a user to enter a Date Range during a Search for
Availability. The Default values field will define the values that automatically populate when the
Search for Availability page first loads (i.e. 0 to 14 days).

Allow Days on Search, default: (WONTUEWEDTHUFRI)

The Allow Days on Search preference allows a user to specify Days of the Week during a Search for
Availability. The Default values field will define the values that automatically populate when the
Search for Availability page first loads.

Allow Times on Search, Default from ( ) to ( )

The Allow Times on Search field allows a user to define a Time Range during a Search for Availability.
The Default values field will define the values that automatically populate when the Search for
Availability page loads (i.e. 08:00 to 21:00).

When searching, all users will find:
e Drop-ins (_) Multi’s (class/group) (_) 1on 1’s (_)

This preference can limit Users Search for Availability to only the Availability Types that you define.
Keep in mind though, that this applies to Center Profiles (global to all Subcenters) and not individual
Subcenters. So for instance, if all of your Subcenters under 1 Center Profile did NOT do drop-in
availabilities (only appointments), we can uncheck the Drop-ins checkbox for this preference, and
these types of availabilities will not appear in the Results of the Search for Availability.

When searching, all students will find:
e Drop-ins (_) Multi’s (class/group) (_) 1on 1’s (_)

This preference can limit STUDENTS’ Search for Availability to only the Availability Types that you
define. Keep in mind though, that this applies to Center Profiles (global to all Subcenters) and not
individual Subcenters. So for instance, if all of your Subcenters under 1 Center Profile did NOT do
drop-in availabilities (only appointments), we can uncheck the Drop-ins checkbox for this preference,
and these types of availabilities will not appear in the Results of the Search for Availability for the
STUDENTS group.
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Show Consultant Location on Availability Results
This preference if activated will display Consultant Location on Availability Results.
Show Consultant Classification on Availability Results

This preference if activated will display Consultant Classification on Availability Results. Consultant
Classification is typically used to classify or differentiate Groups of Consultants, for instance,
Professional Tutors, Student Tutors, or Assigned Advisors etc..

Custom Fields (Visit)

Custom Fields can be used to receive input from your students. You can have up to 8 custom fields per
Center Profile. These custom fields/questions can be integrated into your Login process or in your Visit
Records to gather feedback from your Students.

Creating a Visit Custom Field

To create a custom field, click on a Custom Field Visit # or click Create new and fill out
the fields on the following screen.

Leg InfCut Scheduling | Customn Relds | Custom Lists Emails Nofices

nternal ID: 0 CenterD: 0
Active: Active -

Mame / Proampt:
Appears: Atlogin - Regquired Display on Loglist

Type: Alpha -

Choices:

Sorting Code:

Access Opfions:

The Active field determines whether this Custom Field is actively being utilized by the system. If this
Custom field is set to Inactive, the information saved here will be available to view and edit, but will
not be functional.

Enter the Name of your Custom field in the Name / Prompt field.
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The Appears field determines where this custom field appears:

e At Login
e At Logout
e Student Entry Only

If At Login is selected the Custom question will appear during the Login process.

Choose A Redason

Sam,
Please choose a reason and subject for the wvisit:

Select a Subject: Select a Visit Reason:
ECON195900T 20112 ECON195-900T = | |Consultation -
ACCTG110 205 20112 Fundamentals of Financial Accounting Extra Help
ACCTG111 202 20112 ACCTG111-202 General Tutoring
CI5106 200 20112 CIS108-200 Homework
ENG101 01 20112 First Year Composition Online Session

Peer Study Group
Research

Do you have a scheduled appointment?

Yes, of course | do.
Mo, | dropped in.

Continue

If At Logout is selected the Custom question will appear during the Logout process.
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Visits Entry %

Thank you Sam Smith for visiting the Demo Leamning Center
How was your visit? Great -

Would you come back for more tutoring? Yes ~
Would you recommend us to a friend? Yes

Mo
Student Remarks:

What Tutor did you see: M

é Conﬁnueé

If Student Entry Only is selected, the Custom field will appear in the Student Entry form or Student
Record, in the Center Info Tab.

Basic Infe  Custorm Campus | Center Info | Lists

Redrock Tutoring

| Motes on S’rudenﬂ

Activating the Required preference will force users to fill in and answer your Custom question before
continuing their login or logout process.

The Display on Loglist preference, if activated, will display your custom field on the Log Listing.
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) Log ltems Listing %]

- - 1 Log ltems found
D Time In Center / Reason [ Subj Consultant
i ROO@DGGDO]  9/15/2013 Demol Learning Center j -
# Smith, Sam B 9.30 AM Homework vaiting with @
=2 ENGI01 01 20112 Doe, Jane

Check resource infout to Sam Smith?
| Do you have a scheduled appointment?  Yes, of course | do. |

The Type field controls the type of field that populates for your Custom field question. Selecting Alpha
will load a dropdown box. If Alpha is selected, make sure to enter the choices that you want to
populate in the dropdown box in the Choices field below (separated by enter/return character).

If Text is selected, a text field will appear next to the Custom field, allowing students/users to type
answers into the text field. If Text is selected, the Choices field below does not apply.

The sorting code field allows users to enter a keyword used to categorize this custom field.

The Access Options field determines which groups are able to access these custom questions. To add a

group, click on the blue dropdown arrow and select the appropriate group(s).

Click Save to save your new Visit Custom Field.

Custom Lists

Lists may be used to group any population of students together, and give the user the ability to quickly
display all students that belong to a list. Lists can be used in many ways to provide added functionality
to your Trac system.

Centers may require that only certain students are allowed to log a visit to a center. This can be done
based off of a student list. The same concept applies for appointments as well. Centers may require
that only certain students be allowed to book appointments in a particular center. Lists may also be
used to group certain student populations. For instance, student athlete lists are commonly used to
group student athletes for reporting and messaging purposes. Lists may also be used to categorize
students in a particular program, or to track special needs groups.

Lists can be created in the Custom Lists Tab. To create a new list, click on the Create New button

create new | and enter a name in the Name field. To add students to your list or modify any settings

involved with the list, See Chapter 14: List Management.
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Emails

The Center Profile Prefs: Emails Tab is where the majority of email messages/formats are defined.
Each of the following preferences that contain a blue (...) button that when clicked, contains an area
where emails can be customized, designed and formatted for different user groups. Use the tables
located at the end of this section as reference to format these emails.

Helpful Tip: Each of the fields that contain the actual body of emails being sent out (...) can be
expanded by clicking on the triangle in the bottom right corner of the text field.

Appt Reminder #zpptcentert ac #appttimed
Student
reminder
SMS- |:|

Bppt Reminder #3pptcenters at #appttime

Student
reminder

M5 ng]

Bret Reminder #apptoenter# at #appttimed

Student
reminder
ShAS:

%

Email schedule summary to Consultant

If activated, Consultants will receive emails containing their schedule summary or a summary of their
scheduled Appointments.

Email confirmation to Consultant

If activated, Consultants will receive individual email confirmations for each of their appointments.
The sending of these emails is dependent on the Automated Event “send Email Reminders”. These
reminder/confirmation emails will be sent whenever this automated event is set to run (typically on a
daily/nightly basis after closing hours).

Email cancellation to Consultant

If activated, Consultants will receive emails in regards to appointments that have been cancelled.
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Consultant Schedule Summary (...)

The Consultant Schedule Summary preference contains an area where the Consultant Schedule
Summary email message and format can be modified. Here is a sample Consultant Schedule Summary
email taken from our Demo site:

Log InfCut  Scheduling  Custom Fields  Custom Lists | Emuilsl Motices

IConsuIlaniSchedule Summun,f:l =
ne chedule Summary must be formatted with an infro, Bedy, and Closing
These elements of the summary ore separated by <=

Example: Infro<>Body-<=Close
Dear #afirsc# - 3

You have the following appointments tomorrow In the

fapntcentert,

#studenc# fapptdatef fappttime: fapptsubjects
#fapptrequest# fapptduraciond

m

Thanks,

The Learning Center -

Consultant email subj:

The Consultant email subj preference will contain the Subject of your Consultant Schedule Summary
email message.

Consultant "':;Tg:l Schedule Reminder

Confirmations and Cancellations are BCC (not CC)

This preference, if activated, will send both Confirmation and Cancellations emails as BCC or blind
carbon copies, as opposed to CC, or just carbon copies. Activating this preference will proceed to hide
email addresses contained in the Address fields.

Note: Any preference that includes SMS refers to Text Messaging functions. Text alerts are available
through the Additional Module: Text Alerts (contact Redrock support for more details - support@go-
redrock.com).

Email (and SMS text) reminder to Student, and (_) create message

Activating this preference will allow students to receive Appointment reminder emails for any
upcoming appointments the student may have scheduled. The sending of these emails is dependent on
the Automated Event “send Email Reminders”. These reminder/confirmation emails will be sent
whenever this automated event is set to run (typically on a daily/nightly basis after closing hours). The
create message field determines whether this message will also be sent within your Trac system.
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Email confirmation (and SMS text) to Student, and (_) create message

Activating this preference will allow students to receive Appointment Confirmation emails as
appointments are booked. The system will send emails to the email address listed in the student’s
record or profile. The create message field determines whether this message will also be sent within
your Trac system.

Student reminder subj:

The Student reminder subj preference will contain the Subject of your Student Reminder email
messages. Here is an example from our Redrock Demo site that illustrates the ability to use email
codes within the subject line:

Student rE”’LI%‘?_' #lastd, #first# Appointment Reminder #apptt

Student rEWL’i‘?; #irst# Appointment Reminder #apptcenter#

Student reminder email (...)

The Student Reminder Email preference contains an area where the Student Reminder email message
and format can be modified. Here is a sample Student Reminder email taken from our Demo site that
illustrates the use of both the # Email Tables and Html code:

<irz<font 3ize="2" color="red">Flease <b>DD HOT</b>respond to this -
email</fontx>< /i

Dear #afirsc# #alastd and #Ffirstd fFlascH,

The following appointment has been <font color="red":»>
<b>SCHEDULED< /b></font>:

m

Tutor: #¥gfirstc# #alast#
Student Tutes: #firsc: #last#
reminder Date: #apptfulldated
smal e $apprtime#
Subject: #subject#
Start Date: #firstBpptDate#
End Date: #lastippilDated

Ldditional Contact Information:
Tutor Email:<a href="mailto:#tutoremail#">#tutoremail$#</ a>

o R T S .V\‘V\‘W\‘W- N WWWWVVWV"' N N
Tutes Email:<a pref="mallto:#studentemail#">#studentemails</a>
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Additional Contact Information:
Tutor Email:<a href="mallto:#tutoremails">Ftutorsmails</a>
Tutes Email:<a href="mailto:#studentemail2">#studentemalls</a>

Student IT wou have any gquestions, please contact Redrock Software

reminder Corporation at (877)303-7575 x201.
email:

m

Please be on time-

Thank You,
Redrock Staff

Date: #date#
Time: #time# il

Student reminder SMS (...)

The Student Reminder SMS preference contains an area where the Student Reminder TEXT message
and format can be modified. Here is a sample Student Reminder Text message taken from our Demo
site:

Appt Reminder #apptcenterd at #appttimes
Student
reminaer
SME:

Consultant Reminder SMS (...)

The Consultant Reminder SMS preference contains an area where the Consultant Reminder TEXT
message and format can be modified. Here is a sample Consultant Reminder Text message taken from
our Demo site:

Appt Reminder #apptcenters at #appttimed

. 'y il . .
Consultant 5y #scudents
reminder

SME:

Student confirmation SMS (...)

The Student Confirmation SMS preference contains an area where the Student Confirmation TEXT
message and format can be modified. Here is a sample Consultant Reminder Text message taken from
our Demo site:
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Bppt Confirmed #apptcenter: on #apptdates
student at ¥apprrime#

confirmation
SMS:

Consultant confirmation SMS (...)

The Consultant Confirmation SMS preference contains an area where the Consultant Confirmation TEXT
message and format can be modified. Here is a sample Consultant Confirmation Text message taken
from our Demo site:

Bopt Confirmed #apptcenter? on #apptdanet

Consultant A : s it Lot y

- - at ¥appttime® with #students

confrmation fappttime# + +
SMS-

Email cancellation to student, and (_) create message

Activating this preference will determine whether or not Cancellation emails are being sent to
students. The create message field determines whether this message will also be sent within your Trac
system.

Student cancellation subj:

The Student cancellation subj preference will contain the Subject of your Student cancellation email
messages. Here is an example from our Redrock Demo site that illustrates the ability to use email
codes within the subject line:

Student
cancellotion #student# Appointment Cancellation #appic
suby:

Student
cancellation int# Appointment Cancellation #apptcenter#
SUDYC

Student cancellation email (...)

The Student Cancellation preference contains an area where the Student Cancellation email message
and format can be modified. Here is a sample Student cancellation email message taken from our
Demo site:
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Student
cancellation
email:

$Firsc¥ #La=tc#,

Your appointment(s) have been cancelled for the following
date (=) : <font color="red"><b>#azpptdates#</b></font>

Subject: #¥apptsubject#

Time: #zppttimed

Center: #center#

Location: #location#
Cancellation Hotes: #apptnotes#
Thank vou,

Iutortrac Support Staff

Student Cancellation SMS (...)

The Student Cancellation SMS preference contains an area where the Student Cancellation TEXT
message and format can be modified. Here is a sample Consultant Reminder Text message taken from

our Demo site

Concellation

SME:

SfddEl‘l’f at #W#

Bppt CANCELLED #zpptcentert on #apptdatess

Consultant Cancellation SMS (...)

The Consultant Confirmation SMS preference contains an area where the Consultant Confirmation TEXT
message and format can be modified. Here is a sample Consultant Confirmation Text message taken
from our Demo site:

Consultant
Concellation
SMAS:

Bppt CRNCELLED #apptcenter# on #apptdatess
at #appttime# with #studentcd

Student missed email (...)

The Student missed Email preference contains an area where the Student missed email message and
format can be modified. Here is a sample Student missed email taken from our Demo site that

illustrates the

use of both the # Email Tables and Html code:
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Dear #first# #la=t#:
You have missed the following appointment

Tutor: #tutor#
Subject: #subject#
Date: #apptfulldatct
Time: #appttime#

ftudent Location: #location#

mizzed email:

You have missed #missed$ appointment (). FPer our Program policy,
vou are allowed 3 absences. Please call us if vou cannot attend a
geggion. If yvou dropped/withdrew from your course, please notify
u=s immediately. We can be reached at (330)672-3150.

LAeoademic Success Center Staff

Student Missed SMS (...)

The Student Missed SMS preference contains an area where the Student Missed TEXT message and
format can be modified. Here is a sample Student Missed Text message taken from our Demo site:

Zppt MISSED #spptcenter: on #apptdates at

Student #appttime#
Missed SMS5:

Center’s email address

The Center’s email address field may contain an email address assigned for your Center. This email
address can be set up to receive all confirmation, cancellation, and missed email notifications for all
subcenters under a particular Center Profile.

Send immediate:

The Send Immediate preference, if activated, will send all emails immediately. The dropdown menu to
the right of this preference determines the format of all emails sent and received.

e 1-TEXT/HTML/ICAL
o This preference will allow emails to be formatted via text, html coding, and lastly via
iCal attachments for Appointment Confirmations and Cancellations. The iCal
attachment allows your Trac system schedule items to transfer over to a MS Outlook,
Google, or Apple Calendar. Keep in mind, however, that this is a one way road, and
items from MS Outlook, Google, and Apple cannot be sent to your Trac system calendar
as Availabilities cannot be translated.
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e 2 -HTML/TEXT
o This preference will allow for both Text and HTML coding in regards to email
formatting.
e 3-HTML
o This preference will allow only HTML coding in regards to email formatting.
e 4-TEXT
o This preference will allow emails to be sent out only in Text format.

Email summary to Center

Activating this preference will email Consultant Schedule Summaries to the Center email address listed
above in the “Center’s email address” field.

Email confirmations to Center

Activating this preference will email Appointment confirmations to the Center email address listed
above in the “Center’s email address” field.

Email cancellations to Center

Activating this preference will email Appointment cancellations to the Center email address listed
above in the “Center’s email address” field.

Email missed messages to Center

Activating this preference will send Missed Appointment notifications to the Center email address listed
above in the “Center’s email address” field.

Send reminders for repeating appointments
Activating this preference will send Email reminders out for repeating or recurring appointments.
Visit Duration Notification (...):

If your center utilizes Reasons that have notification times associated with them (auto-logout or
warning after a certain amount of time), this preference contains an area where you can define the
email message that is sent to your students. If you want to edit the Reason preferences that determine
the length of time and the desired recipient of the message, See Chapter 6: Reasons.

Send Visit Notes to Coach or Advisor
e Activate send notes option on visit entry (also requires Group Pref: Send Notes)

Activating this preference will proceed to include the “send notes” option during the Visit Entry
process or during the Login process. The send notes option will send an email containing any Notes that
either consultant or student has entered into the Visit Record.

e Activate send notes option on visit exit (also requires Group Pref: Send Notes)
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Activating this preference will proceed to include the “send notes” option during the Visit Exit process
or during the Logout process. The send notes option will send an email containing any Notes that either
consultant or student has entered into the Visit Record.

¢ Send notes button will be checked by default
Activating this preference will automatically check the “send notes” option, by default.
e Message (...)

The Message preference contains an area where the “send notes” email message can be modified. Here
is an example from the Redrock Demo site.

Coach,

#name# visited the center on #yisitDate# at #yisitTime#, we
had a great session and here are the notes for that session:

*visiclores#

||‘l T = - - -
Message: 1f you have any guestions please contact the center at

480-555-1234.

Thanks!
Tutoring Center

Subject:

The Subject preference will contain the Subject of your “send notes” email messages. Here is an
example from our Redrock Demo site.

Subject: Message to Coach regarding #vi

Subject: to Coach regarding #visitfulldate#

To Address (...)
‘Who’ Label:

The ‘Who’ Label field determines what follows after the “send notes to” option. If we are sending visit
notes to an Advisor or Coach, we can enter for example “Advisor”. The option will then read “Send
notes to Advisor” upon Visit Entry or Exit.
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Notices

= Notice to staff: Clicking on the button brings up a text box. The text you enter here displays on
the welcome screen for staff.

= Notice to consultants: Clicking on the button brings up a text box. The text you enter here
displays on the welcome screen for consultants.

= Notice to faculty: Clicking on the button brings up a text box. The text you enter here displays
on the welcome screen for faculty.

= Notice to students: Clicking on the button brings up a text box. The text you enter here displays
on the welcome screen for students.

Student Full Name #name#
Student Full Name #student#
Student First Name #first#
Student Last Name #last#
Student ID #ID#
Student ID #studentID#
Student Other ID #barcode#
Student Handle #Account#
Student Street #Street#
Student Street #Address#
Student City #City#
Student State #State#
Student Zip #Zip#

Student Street, City, State, Zip

#fullAddress#

Student Email

#studentEmail#

Student Email #email#
Student Home Phone #phone#
Student Work Phone #phone2#

Student Birthdate #birthdate#
Student Ethnicity #ethnicity#
Student Major #major#
Student Cohort #cohort#
Student Grad_Und #gradund#
Student College #college#
Student Class #class#
Student GPA #GPA#
Student Accumulated Hours #TotalHours#
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Student Special Status #status#
Student ReferredBy #referredby#
Student HS Name #HSName#
Student Degree Goal #degree#
Student Custom Field1 #Field1#
Student Custom Field2 #Field2#
Student Custom Field3 #Field3#
Student Custom Field4 #Field4#
Student Custom Field5 #Field5#
Student Custom Fieldé #Field6#
Student Custom Field7 #Field7#
Student Custom Field8 #Field8#
Student Custom Field9 #Field9#
Student Custom Field10 -- #Field10#
Student Gender #gender#
Student Gender #sex#
Consultant Fields Consultant Fields
Consultant Full Name #tutor#
Consultant Full Name #advisor#
Consultant Full Name #counselor#
Consultant Full Name #Staff#
Consultant First Name #afirst#
Consultant Last Name #alast#
Consultant First Name #tfirst#
Consultant Last Name #tlast#
Consultant Alternate Name #AltName#

Consultant Email

#tutoremail#

Consultant Email

#advisoremail#

Consultant Email

#staffemail#

Consultant Phone #tutorPhone#

Consultant Phone #advisorPhone#

Consultant Phone #staffPhone#
Consultant CellPhone #tutorPhone2#

Consultant CellPhone

#tutorCellPhone#

Consultant CellPhone

#advisorCellPhone#

Consultant CellPhone

#staffCellPhone#

Consultant WorkPhone #tutorWorkPhone#
Consultant WorkPhone #advisorWorkPhone#
Consultant Pager #tutorPager#

Consultant Pager

#advisorPager#

Consultant Pager

#staffPager#
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Consultant Location #tLocation#
Consultant Location #alocation#
Consultant Location #sLocation#
Consultant Notes2 #tutorNotes#
Consultant Notes2 #advisorNotes#
Consultant Notes2 #staffNotes#
Current Date Fields Current Date Fields
Current Date #date#
Current Time #time#
Current Day of Week #apptday#
Appointment Fields Appointment Fields
Appointment Location #location#
Appointment Location #apptlocation#
Appointment Status #ApptStatus#
Appointment Full Date #apptfulldate#
Appointment Date #apptdate#
Appointment Time #appttime#
Appointment Start Time #apptstarttime#
Recurring Appointment Start #firstApptDate#
Date
Recurring Appointment End #lastApptDate#
Date
Appointment End Time #apptendtime#
Appointment Day of Week #apptday#
Appointment Center #apptcenter#
Appointment Subject #apptsubject#
Appointment RequestNotes #apptrequest#
Appointment OtherNotes #apptnotes#
Appointment Duration #apptduration#
Appointment Custom Field #apptstatus2#
Appointment Custom Field #apptCust1#
Appointment Fund #apptfund#
Appointment Total Missed #missedApptTotal#
Availability Fields

Availability Fields

Availability Location

#availlocation#

Section Fields

Section Fields

Section Term Code

#subject#

Section Term Code

#assistanceln#

Reason Fields

Reason Fields

Reason

#reason#

Reason

#logType#
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Center Fields

Center Fields

Center Name

#center#

Center Sequence

#center|D#

Profile Name

#profileCenter#

Survey Fields

Survey Fields

Survey Response Sequence

#responselD#

Survey Sequence #surveyID#
Visits Fields Visits Fields
Visit Date In #visitDate#
Visit Date In #dateln#

Visit Date Out #dateOut#
Visit Time In #visitTime#
Visit Time Out #timeOut#
Visit Total Time #duration#

Visit Day of Week #visitday#

Visit Custom Field1 #Custom1#
Visit Custom Field2 #Custom2#
Visit Custom Field3 #Custom3#
Visit Custom Field4 #Custom4#
Visit Custom Field5 #Custom5#
Visit Custom Field6 #Custom6b#
Visit Custom Field7 #Custom7#
Visit Custom Field8 #Custom8#
Visit Notes #visitnotes#
Student Remarks #visitStudRemarks#
Resources Resources
Resource Barcode #resID#
Resource Title #resTitle#
Resource Description #resDescrioon#
Resource Due Date #resDueDate#
Resource LastDateOut #resDateOut#

Resource LastTimeOut

#resTimeOut#
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Chapter 4: Group Access

GROUPS ENTRY

The third area of settings is found in the Groups Entry. The Groups Entry is accessed through the
Center Profile and contains settings that apply to the Groups operating within a Center Profile. Because
of these Profile-wide implications, the Groups Entry is only accessible to Center Admin and Sys Admin
Groups. To access the Groups Entry, first navigate to a Center Profile Entry. The second tab in the
Center Profile Entry screens is the Group Access tab. Click on this tab to assign privileges to Groups
within this Center.

From the Group Access tab, you can click on the Group name to open the Groups Entry window. The
Groups Entry allows you to create the Users that are a part of the group and then enter the specific
privileges these users will share within the Trac system.

To get to your Group Access Settings, hover your mouse over the search glass on the Trac Navigation
search window and click Center Profiles. Click on your Center Profile. Select the “Group Access” Tab.

Center Access

Log Visits To

The Log Visits To setting allows you to determine for which centers this group of users can view and/or
log visits from the Log Listing screen. You can choose to assign access to All centers, None of the
centers, or select which centers to provide access from the down arrow button. When you select your
centers, you can then choose which level of access the users in this Group will have: Log and View
Visits; Log Only, No View Visit; or View Only, No Log Visits. This allows you to be very specific when
setting your privileges. Some of your groups may only access the Log Listing for specific centers, while
other groups may access all or none.

View Schedules

The View Schedules setting allows you to determine for which centers this group of users can view
and/or edit the schedules for the consultants. You can choose to assign access to All centers, None of
the centers, or select which centers to provide access from the down arrow button. When you select
your centers, you can then choose which level of access the users in this Group will have: View
Schedule and Edit All; View Schedule and Edit Availabilities Only, No Edit Appointments; View Schedule
and Edit Appointments, No Edit Availabilities; or Search Availability Only. This allows you to be very
specific when setting your privileges. Some of your groups may only access the Schedule for specific
centers, while other groups may access all or none.

View Visits

The View Visits setting allows you to determine for which centers this group of users can view visits
from the Visit Listing or Student Visit History screens. You can choose to assign access to All centers,
None of the centers, or select which centers to provide access from the down arrow button. This allows
you to be very specific when setting your privileges. Some of your groups may only access the visit
history for specific centers, while other groups may access all or none.

Report On

The Report On setting allows you to determine for which centers this group of users can run reports.
You can choose to assign access to All centers, None of the centers, or select which centers to provide
access from the down arrow button. This allows you to be very specific when setting your privileges.
Some of your groups may only run reports for specific centers, while other groups may run reports for
all or none.
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Messages (SysAdmin Group Only)

The Messages setting allows you to determine which types of messages this group of users can view or
send. You can choose to assign access to All message types, None of the types, or select which types to
provide access from the down arrow button. This allows you to be very specific when setting your
privileges. Some of your groups may only access specific messages in the student history, while other
groups may access all, or none. Because the Message Types are global to the system, setting group
access to the messages is only available to users from the SysAdmin group.

Post Doc Types (SysAdmin Group Only)

The Post Doc Types setting allows you to determine which types of document posts this group of users
can view or upload. You can choose to assign access to All Post Doc types, None of the types, or select
which types to provide access from the down arrow button. This allows you to be very specific when
setting your privileges. Some of your groups may only access specific document types in the student
record, while other groups may access all, or none. Because the Post Doc Types are global to the
system, setting group access to the Post Doc Types is only available to users from the SysAdmin group.

Access to Lists (SysAdmin Group Only)

The Access to Lists setting allows you to determine which Student Lists this group of users can access.
You can choose to assign access to All Student Lists, None of the lists, or select which lists to provide
access from the down arrow button. When you select your lists, you can then choose which level of
access the users in this Group will have: Search and Edit or Search Only. This allows you to be very
specific when setting your privileges. Some of your groups may only access and search specific Student
Lists, while other groups may access all, or none. Even though the Student Lists are set up in the
Center Profile, they can have global implications so setting group access to the Student Lists is only
available to users from the SysAdmin group.

Access to Surveys (SysAdmin Group Only, Requires SurveyTrac Module)

The Access to Surveys setting allows you to determine which surveys this group of users can access. You
can choose to assign access to All surveys, None, or select which surveys to provide access from the
down arrow button. This allows you to be very specific when setting your privileges. Some of your
groups may only access specific surveys, while other groups may access all, or none. Because the
SurveyTrac module is global to the system, setting group access to the surveys is only available to users
from the SysAdmin group.

Access to Referrals (SysAdmin Group Only, Requires SAGE Module)

The Access to Referrals setting allows you to determine which SAGE Referrals this group of users can
access. You can choose to assign access to All referrals, None, or select which referrals to provide
access from the down arrow button. When you select your referrals, you can then choose which level of
access the users in this Group will have: Create and Edit or View Only. This allows you to be very
specific when setting your privileges. Some of your groups may only access specific referrals, while
other groups may access all, or none. Because the SAGE Early Warning module is global to the system,
setting group access to the referrals is only available to users from the SysAdmin group.

Access to Custom Tabs (SysAdmin Group Only)

The Access to Custom Tabs setting allows you to determine which custom student entry tabs this group
of users can view or send. You can choose to assign access to All custom tabs, None of the tabs, or
select which tabs to provide access from the down arrow button. This allows you to be very specific
when setting your privileges. Some of your groups may only access specific custom tabs in the student
entry, while other groups may access all, or none. Because the Custom Student Tabs are global to the
system, setting group access to the custom tabs is only available to users from the SysAdmin group.
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User List

The User List Tab is where User Accounts are created for the selected Group. Create a new Account by
clicking “Create New”, and enter a Username and password for the new User. A user can also be
“moved” from Group to Group simply by clicking on the icon underneath the Move column.

DC: 110
Group Mame:|Consultant
Center Azcer User List  KIOEE L= teheduling vdent Enfry  Log InfOu Admin | Module: Restrctions
@

y -

lL."g".Nl.'ll""”'u} MNarme il Lnd Mowe Last Access

testd test4 - S/F/20712 B:54 AN

Kiosk List

The Kiosk List Tab is where Kiosk Accounts are created for the selected Group. Create a new Kiosk by
clicking “Create New”, and enter a Name for the Kiosk. You can also link the Kiosk to a Subcenter or a
Location. You can also modify the functionality of the Kiosk and set it to be able to Log in AND Log out,
only Log In, only Log out, or go into Wait list mode.

Scheduling

Allow User to Access Schedule
This preference, when activated, allows the selected Group of users to view and access the Schedule.

Allow User to Create Appointments not linked to Availabilities

This preference, when activated allows the selected Group of users to Create Appointments that do not
have any correlation to Availabilities. Similar to Override Privileges, this Preference enables a Group to
be able to bend some Scheduling restrictions, in this case, creating appointments not linked to any
availabilities.

Allow 'move to’ functionality in appointment entry

This preference, when activated, allows the selected Group of users to be able to Move appointments
from the Appointment Entry window. This simply allows a group to reschedule an Appointment for a
later date if necessary.

Allow 'move to' for moving to other consultants in same center

This preference, when activated, allows the selected Group of users to be able to Move appointments
from the Appointment Entry window, but also being able to assign the appointment to other
Consultants in the same Center.
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Show Consultant Classification on Day Schedule

This preference, when activated, will display for this Group of users the Classifications of Consultants,
specifically on the Schedule page. Classifications are typically used for Assigned Advisors, Professional
Tutors, Student Tutors, or any sort of classification that separates one Consultant from another, and
this preference will display that Classification on the Day Schedule.

Show Consultant Location on Day Schedule

This preference, when activated, will display for this Group of users the Locations of Consultants,
specifically on the Schedule page. Typically, Consultant Locations are used for Advising Offices or
common Tutoring Areas, but can be used to designate a Location to your Consultants.

Allow User to View Student Phone on Schedule
This preference, when activated, will display for this Group of users the Student Phone number,
specifically on the Scheduling page regarding Appointments.

Allow User to View Student Email on Schedule
This preference, when activated, will display for this Group of users the Student email address,
specifically on the Scheduling page regarding Appointments.

Student Entry

Allow User to View Student Visit History

This preference, when activated, will allow this Group of users to view Student Profiles, specifically
the Visit Records under the History Tab. A student’s Visit History includes a detailed description of
each Visit that the student made to your subcenters, including Date, Time, Duration, Location,
Consultant, and any notes that either student or Consultant had entered into the record.

Allow User to View Student Appointment History

This preference, when activated, will allow this Group of users to view the Appointment History of a
Student’s Profile. A student’s Appointment History includes a detailed description of each
Appointment that the student has made, whether these appointments occurred in the past, present, or
will occur in the future. Any past appointments will include an Appointment Status (Attended, Missed,
Cancelled) as well as any Visit Data Associated with the Appointment - i.e. Date, Time, Duration,
Center, Location, Consultant, etc..

Allow User to View Student Resource Usage

This preference, when activated, will allow this Group of users to view the Resources Usage History
within a student’s profile. History of Resources contains records of any resources the student may have
borrowed or checked out from any of your subcenters, including Item ID #s, Item Title, Time checked
out and Time returned.

Allow User to View Student Message History

This preference, when activated, will allow this Group of users to view the Message History of a
Student’s Profile. These messages are typically Appointment Confirmations, Reminders, Cancellation
emails, or any global notifications sent out from the Subcenters within your Profile. Any messages sent
to a student are recorded and tracked in their profile, and this preference allows a Group of users to
be able to access these records.
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Allow User to View Student Progress Rpts

This preference, when activated, will allow this Group of users to view the Progress Reports Tab of a
Student’s Profile. The progress reports tab allows a history of Grades to be stored in the student’s
record, and this preference enables a Group of Users to be able to access these records.

Allow User to Save Changes to Student Progress Rpts
This preference, when activated, will allow this Group of users to save changes and be able to edit
Student Progress Reports.

Allow User to Access Student Document Postings

This preference, when activated, will allow this Group of users to view and access the Document
Postings within a Student’s Profile. The Documents Tab keeps a record of any documents uploaded to
the student’s Profile. These documents could be assignments, graduation checksheets, tutoring
applications, or any electronic document that is relevant to a student’s record.

Allow User to Access Student Semester History
This preference, when activated, will allow this Group of users to view the

Allow User to Access Administrative Document Postings (in Utilities)
This preference, when activated, will allow this Group of users to view the

Allow User to Save changes to Student records

This preference, when activated, will allow this Group of users to be able to SAVE changes to a
student’s Profile. Any modifications made to a student record, whether it be contact info, visit records
or appointment history, must be saved, and so disabling this preference will thus prevent or restrict
this Group of Users from editing Student records.

Allow User to Delete Students

This preference, when activated, will allow this Group of users to be able to delete a student’s profile.
Deletion should not be confused with inactivation, as the former completely removes a student’s
record, while the latter simply disables the profile. This preference allows a User to completely
remove a student’s record via deletion.

Restrict To:
The Restrict To preference allows an Administrator to restrict a Group from viewing Student Entry

Screens or Student Records. This restriction only allows the selected group to be able to view records
of Students who are members of a List (for more info see Chapter 14. List Management). The Restrict
To preference simply allows the selected Group to be able to ONLY view student records if students are
on the List that is chosen through this preference.

Student Entry Form:
FULL: Standard Admin Access: Full Standard Admin Access gives this group of users FULL access to a

student’s record. This includes all additional modules that may be available: SAGE, Whiteboard and
Text Alerts, as well as full access to the student’s history of records: Visits, Appointments,
Registrations, Resources, and Messages.

VIEW1: ViewOnly, No Modify: This preference removes the “Save” button on student records for the
selected Group, effectively removing this group’s ability to change or modify any student records. This
preference will only allow this group to View student records.

BRIEF1: ViewOnly, No Modify: This preference, similar to the VIEW1 preference above, removes the
“Save” button on student records for the selected group, again removing this group’s ability to Save
any changes or modify student records. The difference between this preference and the one above
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mainly involves the “General Info” tab of a student record, where the majority of
contact/demographic information is stored. This preference limits the amount of information that can
be viewed, only showing Name, ID, Barcode #, and Email address.

BRIEF2: View Only, Name Only, NO EMAIL, no custom fields: This preference, similar to the BRIEF1
preference above, only allows the selected Group to view student name, ID, and Barcode #, removing
Email from display.

BARONLY: View/Save Barcodes: This preference allows the selected Group to only be able to View
and Save Barcode numbers within a student Record.

Allow User to Edit Student Passwords (all sysAdmins may edit)
This preference, when activated, will allow this Group of users to edit Student Passwords on a Student’s
Profile.

Student Search Screens: Allow access

This preference, when activated, allows this Group of users to access the Students Listing. The Students
Listing is accessible from the Search Glass on the right side of the Trac Navigation bar. Deactivating this
preference removes the Students option from the Search Glass Menu, for the selected Group.

Show Custom Fields on Student Search
This preference, when activated, will display any Custom fields when searching for a Student.

Show Progress Rpts Fields on Student Search
This preference, when activated, will display Progress Report fields when searching for a Student.
Contact Redrock support for more information on Progress Reports (support@go-redrock.com)

Default List Name on Student Search:

Allow user to search Visits

This preference, when activated, allows this Group to be able to access the Visits Listing. The Visits
Listing is accessible from the Search Glass on the right side of the Trac Navigation bar. Deactivating this
preference removes the Visits option from the Search Glass Menu, for the selected Group.

Show Visit Fields on Student Search

This preference, if activated, will display Visit Fields when performing a Search within Student Listings.
This allows users to run searches for Students based on Visit criteria, for example, time of visit, total
number of visits, visit Center, visit Reason, and visit Section.

Visit Entry Screens: Allow User to Save changes to Visit records
This preference, if activated, allows the selected Group of users to be able to Save changes to Visit
Records, effectively allowing this group to modify Visit records.

Allow User to send notes to coach/advisor from Visit Entry

This preference gives a group the ability to “Send Notes” to a coach or advisor from the Visit Entry
window, or directly from the Visit Record. The “Send Notes” function allows a user to send any Notes
recorded for a visit.

Allow User to Delete Visits
This preference allows a group to Delete Visits or remove Visit Records from the system.

Allow User to Enter a Custom Reason

This preference, when activated, will allow this Group of users to enter a Custom Reason in Visit
Records and Appointment Records. Custom Reasons may be created when existing Reasons are not
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sufficient to complete a Visit Record. In these situations, a User may need to create a new Custom
Reason, in which case this preference will enable this privilege.

Allow User to Enter a Custom Section

This preference, when activated, will allow this Group of users to enter a Custom Section in Visit
Records and Appointment Records. Custom Sections may be created when existing Sections are not
sufficient to complete a Visit Record. In these situations, a User may need to create a new Custom
Section, in which case this preference will enable this privilege.

User may view visits. (Visit Listing)

OWN - User may view their OWN visits.

NONE - User may view NO visits

ALL - User may view ALL visits.

Utilization Tab on Main Menu

This preference, when activated, will display the Utilization Tab for this Group of Users on their Main
Menu. The Utilization Tab allows you to quickly view any Visit records that may have occurred in
specific date ranges, for example, last week, this month, today, etc...A history of total visits that took
place will appear, and users can click on individual visits to access that specific record.

Allow User to edit visit notes from Utilization tab using form:

Include - allows users to

Standard - allows users to Edit Visit Records from the Utilization Tab and the Mini Log List on the Main
Menu.

editNotes - allows users to only edit visit Notes on Visit Records from the Utilization Tab and Mini Log
List on the Main Menu.

View custom visit fields in student history visit list
This preference, when activated, will display for this Group of users the Visit Custom Fields included in
a student’s Visit History.

Lock Visits older than days old

This preference, if activated, will lock any Visit Records older than days old. Locking a visit
Record will successfully prevent any users from editing the record, with the exception of the case in
which a user has sufficient Override privileges (System Administrators). If this preference is activated,
Visit Records will lock after the number of days that you set in the “____ days old” field.

Lock Appointments (all but status & notes)

This preference, if activated, will lock any Appointment Records older than days old. Locking an
Appointment Record will successfully prevent any users from editing the record, with the exception of
the case in which a user has sufficient Override privileges (System Administrators). The Appointment
status and Notes fields still be available to edit, as in some cases such as Future appointments, this
information will need to be added “after the fact”. Appointment Records will lock after the number of
days that you set in the “_____ days old” field.

Lock status as well
This preference, if activated, will lock Appointment Statuses as well, for the selected Group of users.

Lock notes as well
This preference, if activated, will lock Appointment Notes as well, for the selected Group of users.

Lock SAGE referrals older than days old

This preference, if activated, will lock SAGE Referrals for the selected Group of users after the number of
days set in the blank field to the left of “days old”.
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Log In / Out

Allow User to Search by Name on Log Listing Users
This preference, if activated, will allow this Group of users to search by Name through the Log Student

Window. Entering any text will prompt the System to perform a search for Students by name (minimum
of 4 characters) and return with matching results.

Allow User to Search by Name on Log Listing KIOSKs

This preference, if activated, will allow this Group of users to search by Name through the Log Student
Window on a KIOSK or Self Sign-in Station. Entering any text will prompt the System to perform a
search for Students by name (minimum of 4 characters) and return with matching results

Allow User to Search by Barcode on Log Listing

This preference, if activated, will allow this Group of users to search by Barcode through the Log
Student Window. Entering digits into the Log Student window will prompt the System to perform a
search for Students by Barcode number (minimum of 4 characters) and return with matching results.
Barcode numbers are typically used as a secondary form of ID for KIOSKs.

Allow User to Create Student when Not Found
This preference, if activated, will allow this Group of users to create a new Student Profile when an ID
number is not found (in the Log Student Window).

&3
Single student not found. Please check login id (9999999999)
and try again.
Your attempt to log in has failed.
You must see a Success Center Instructor.

Search:

Create Student Try Again |

Allow User to Edit Students on Log Listing/Appts

This preference, if activated, will allow this Group of users to Edit a Student’s Profile from either the
Log Listing Window, or Appointment Entry Window. The modification of a Student’s Profile could
involve fields ranging from ID #, Birthday, Email Address, to College, GPA, or Ethnicity.

Allow User to Log Resources in and out

This preference, if activated, will allow this Group of users to Log resources in and out to students.
This preference gives the selected Group of Users the ability to check these resources in and out to
students who may need to borrow any resources available at your Subcenters.

Allow User to view logged out items on log listing

This preference, if activated, will allow this Group of users to view any resources checked out to
students, specifically on the Log Listing. The Log Listing, while displaying the students currently logged
in to your Subcenters, can through this preference also display any Resources that students may have
checked out.
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Required Tutoring?®

Allow User to view work visits on log listing

This preference, if activated, will allow this Group of users to view Work Visits on the Log Listing. Work
Visits are typically used for Consultants to log payroll hours. In this case, these work visits do not
appear for the average user on the Log Listing, so as to only display students’ visits. This preference
enables that privilege.

Show student photos on listing
This preference, if activated, will display student photos on the Log Listing for the selected Group.

Show Visit Center on log listing
This preference, if activated, will display the Center of Visit on the Log Listing for the selected Group.

Show Visit Reason on log listing
This preference, if activated, will display the Reason of Visits on the Log Listing for the selected Group.

Show Visit Subject on log listing
This preference, if activated, will display Subject of Visits on the Log Listing for the selected Group

Use Larger Font on Log Student Dialog (inactive):

Log Student:

Enter StudentiD and click refumfenter on keyboaord
student 1D{Smith, Sam O,

Use Larger Font on Log Student Dialog (active):

Log Student:

Enter StudentlD and click returm/enter on

keyboard
Student ID4Sam, Smith &
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Show SI Batch Entry Option
Activating this preference gives the selected Group the ability to enter Batch Visits through the

Creaie a Batch Visit link on the Main Menu.

Show Visit Batch Entry Option
Activating this preference gives the selected Group the ability to enter Batch Visits within the Visits
Listing, accessible through the Visits menu option in the Search Glass.

o Visits Listing
List Optionsr Reports~ 3 of F2087 visits found
MNew Visit...
) Name Caote In Time In
List all
Search 272512013 )

Al
Power Search

Power Search Favorites...
Batch Entr?.:ﬂ"‘n fri M 212542013
Vview theze Srddents...

8:23

Al

8:23
429268R000013000 Reynolds, Malcolm 22512013

Al

Show Visit Scans Batch Import (customization required by Redrock Software)
Activating this preference gives the selected Group the ability to enter Batch Visits through the Batch
Scan Utility. Email support@go-redrock for more details.

Allow user to track attendance (only centers where log visit is enabled)

Activating this preference allows the selected Group the ability to track Attendance. Attendance can
be tracked much like SI Batch Visits in that attendance is marked by Section. Checkboxes populate for
each student enrolled in a particular section, and attendance can be marked simply by checking the
checkboxes. Attendance can also be recorded with a visit Center and a visit Reason.

Constrain center to: ()

In regards to Attendance, selecting a Center for this preference will proceed to allow this Group to
ONLY mark attendance for the selected Center. When opening the Attendance Utility, the Center
dropdown will only contain the one Center determined through this preference.

Constrain reason to: ()

In regards to Attendance, selecting a Reason for this preference will proceed to allow this Group to
ONLY mark attendance for the selected Reason. When opening the Attendance Utility, the Reason
dropdown will only contain the one Reason determined through this preference.

Constrain students visible: ()

In regards to attendance, selecting a List for this preference will limit this Group to only being able to
mark attendance for students on the selected List. For more details on student Lists, see Chapter 14:
List Management).

No Reg (use list only)

If this preference is activated, student registrations or enrollment will not be taken into consideration
in regards to attendance. Only students on the selected list will be able to be marked for attendance.
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Admin / Modules
Allow User to Manage Resources

This preference, if activated, will add access to the “Resources” Listing for the selected group of
users. The Resources Listing simply lists all available resources at your Subcenters, and allows users to
edit Resource information as well as check items in and out to students. The Resources Listing, if
activated, will be accessible through the Search Glass in the Trac Navigation bar.

Students

»

B0 0 visits for you & 0 visits for firstay " =
Registrations
Cocuments
Faculty
Center Profiles
Sys&dmin Group
Rezources
-Z'-Lppcintnni'{l:?s
FPotential Assignments
Grade Groups
Waorkshops

Sections

Allow User to Manage Room Scheduling

Allow User to View Modifications Logs

This preference, if activated, allows the selected Group of users to view the Modification Logs, or Log
Mods for short. The Log Mods are basically records kept of ALL actions taken on your Trac System. The
time any “action” was taken is recorded, as well as what pages were accessed, and who (username and
IP address) performed the action. Log Mods are highly beneficial for troubleshooting purposes, but not
completely necessary for every campus.

Override Appt Rules (Deletions, Creations, etc.)

This preference, if activated, allows the selected Group of users to Override Appt Rules. Appointment
Rules may include the Max # of Appointments made per week, Max # of appointments made per center,
Max # of missed appointments, or Minimum of 24 hours previous to booking an Appointment, etc...Any
of these rules may be broken by the selected Group, if this preference is activated. Be cautious of
which groups you assign this privilege to, as typically, these Appointment rules exist for a reason.

Override Lock Visits

This preference, if activated, allows the selected Group of users to Override Locked Visits. Visits may
be locked through a Center Profile Preference (see Chapter 11: Visits - Log Students In / Out TECH
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INFO - Preference: Autolock Visits older than (___) days), and activating this Preference will allow the
selected Group to be able to edit Visit Data for Locked Records.

Allow User to Access Campus Custom Utilities

This preference, if activated, allows the selected Group of users to access the Campus Custom
Utilities, located in the System Prefs. The Custom Utility contains important administrative utilities
that can be used for advanced functions.

Allow User to Access System Prefs (must also be either a Center Admin or Sys Admin)

This preference, if activated, allows the selected Group of users to access the System Prefs Tab of the
Utilities & Prefs menu. The System Prefs tab contains a variety of useful Administrative tools including
the Campus Name preference, Current Term, Login Instructions, Message Types, Semester End/Start
Dates, Standard Student Fields, and Watch List Indicators setup preferences.

Allow User to Access Payroll Reports

This preference, if activated, allows the selected Group of users to have Access to the Payroll category
of Reports. Payroll reports typically deal with Work Reasons, Consultant Hours, Pay Rate, or any
reports that involve Funds.

Allow User to Edit Consultants from Schedule

This preference, if activated, allows the selected Group of users to Edit Consultants’ Profiles from the
Schedule. In the Personnel Listing on the left side, a “head and shoulder” icon will appear, allowing
the selected Group of users to access a Consultant’s profile by clicking on this icon.

Demo Advising Center |

m

Allow User to Access Consultant Document Postings

This preference, if activated, allows the selected Group of users to be able to access Document
Postings within Consultant Profiles. Documents can be uploaded directly to a Consultant record and can
be recorded and tracked from the Consultant Profile.
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WHITEBOARD
Allow User to Create Online Sessions

This preference, if activated, gives the selected Group of Users access to the Management Functions of
the add-on Whiteboard Module (contact Redrock support for more details - support@go-redrock.com).
The Whiteboard Management Utility can be accessed through the TracMan icon in the Trac Navigation
bar.

Main Menu

Log listing . Q,
Schedule available
Reports

Enter KIOSHK...

My Prefs

SAGE Management...
SurveyTrac Management...
Whiteboard Management...
Utilities and Pre&.

User Guide

FAQ

AdvisorTrac.net

Request Support

Exit

SURVEYTRAC
Allow Access to Surveys

This preference, if activated, gives the selected Group of Users access to the Management Functions of
the add-on SurveyTrac Module. Access includes the ability to create surveys, edit surveys, or view
existing surveys. The SurveyTrac Management Utility, if activated, can be located through the Trac Man
icon in the Trac Navigation Bar.
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Main Menu

Log listing Q
Schedule vailable
Reports

Enter KIOSK...

My Prefs

SAGE Management...
SurveyTrac Managemgnt...
Whiteboard Man ager:\lg*t...
Utilities and Frefs...

User Guide

FAQ

AdvisorTrac.net

Request Support

Exit

SAGE
Allow Access to SAGE Management functions

This preference, if activated, gives the selected Group of Users access to the Management Functions of
the add-on SAGE module. Access includes the ability to create referrals, edit referrals, or view
existing referrals through the Sage Management Utility. The Sage Management Utility, if activated, can
be located through the Trac Man icon in the Trac Navigation Bar.

Main Menu
Log listing Q
i Schedule ailable.
Reports
Enter KIOSK...
My Prefs

SAGE Managgment...
SurveyTrac r'%zaagement...
Whiteboard Management...
Utilities and Prefs...

Uzer Guide

FAC

AdvisorTrac.net

Request Support

Exit
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Allow User to view SAGE Referrals

This preference, if activated, allows the selected Group of Users to VIEW Sage Referrals
specifically in a Student’s Profile. The SAGE tab will appear in a Student’s record, and a history of
Referrals for the selected Student can be VIEWED directly from their Profile. If this preference is NOT
active, the SAGE tab will not appear in a Student’s Profile.

Generalinfe Documen SAGE W ummary  History
. e T
| S N T T L
Jame: Em Sam
Status: ACTIVE
New.n.
{*_”; age referals found
Type O

Restrict SAGE referrals to own

This preference, if activated, allows the selected Group of Users to only VIEW their OWN Sage Referrals
specifically in a Student’s Profile. For example, if Consultant Jon Halter (member of the Consultant
Group) had filled out Referrals for some of his students that came in for tutoring, he would only be
able to VIEW the Referrals that he himself created, in the respective Student’s Profile.

Allow User to Create/Edit SAGE Referrals

This preference, if activated, allows the selected Group of Users to both CREATE and EDIT Sage
Referrals, specifically in a Student’s Profile. The SAGE tab will appear in a Student’s record, and a
Referral for the selected Student can be CREATED directly from their Profile. Any existing Referrals can
also be EDITED directly from the selected Student’s Profile.

Allow User to define custom fields

This preference, if activated, gives the selected Group of Users the ability to define Custom Fields
when creating Referrals. Custom Fields or Questions can be created to gather additional feedback
either from the Consultant, Student, Faculty Member, or perhaps even a Dean or Counselor.
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TEXT ALERTS
Default Text to Student from Log Listing

Enter in this field the Default Text message that may be sent to Students directly from the Log Listing.
Default Text to Consultant from Log Listing

Enter in this field the Default Text message that may be sent to Consultants directly from the Log
Listing.

Allow User to Generate Activation Code for Student

In order for students to receive Text Message notifications, they must first opt in to the program. To do
this, an Activation code needs to be generated and sent from the student’s phone. This preference
allows a user to generate that Activation Code for the student, so that they can opt in to the Text Alert
Program.
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Restrictions
Restrictions to Sensitive Data

Prevent access to Reports Chooser
This preference restricts the selected Group of Users from accessing the Report Chooser.

Prevent access to Group Preferences
This preference restricts the selected Group of Users from accessing the Group Access Preferences.

Prevent access to Group Restrictions Tab
This preference restricts the selected Group of Users from accessing the Group Access - Restrictions
Tab.

Prevent access to Group Favorite Reports
This preference restricts the selected Group of Users from accessing the Favorites Category of Reports.

Prevent access to My Prefs to Personalize Main Menu
This preference restricts the selected Group of Users from accessing the My Prefs Menu.

Prevent User from Viewing Student IDs in Appointments and Log Listing1
This preference restricts the selected Group of Users from being able to view Student ID #s both in the
Appointments Entries and Log Listing pages. Activating this preference will hide Student ID #s.

Prevent User from Viewing Grades in Progress Reports and Registrations
This preference restricts the selected Group of Users from being able to view students’ Grades both in
Progress Reports and Registrations.

Prevent User from Viewing Info Tabs in Student Entry
This preference restricts the selected Group of Users from viewing ANY info tab in a Student’s Profile
or Record.

Prevent User from Viewing Info Tabs: Basic Info

This preference restricts the selected Group of Users from viewing the Basic Info Tab of the Student’s
Profile. The Basic Tab contains basic contact info such as Name, Email, and Birthdate, and
demographic info such as Gender, Ethnicity, and Major.

Prevent User from Viewing Info Tabs: Custom Campus

This preference restricts the selected Group of Users from viewing the Custom Campus Tab of the
Student’s Profile. The Custom Campus Tab contains the 9 available Custom Fields which may track any
information you deem relevant.

Prevent User from Viewing Info Tabs: Center Info

This preference restricts the selected Group of Users from viewing the Center Info Tab of the Student’s
Profile. The Center Info Tab contains the Center Status information of a student: how many
appointments they’ve missed, and their resulting status (i.e. Banned, Probation)

Prevent User from Viewing Info Tabs: Lists
This preference restricts the selected Group of Users from viewing the Lists Tab of the Student’s
Profile. The Lists Tab will display any Lists the student may be a part of.

Prevent User from Viewing Info Tabs: Schedule

This preference restricts the selected Group of Users from viewing the Schedule Tab of the Student’s
Profile. The Schedule Tab contains the Student’s Class Schedule.
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Prevent User from booking appointment on schedule

This preference restricts the selected Group of Users from booking Appointments through your Trac
Schedule. Activating this preference will remove the blue dropdown arrow next to appointments on the
Schedule, but will not remove the ability to Book appointments through the Search for Availabilities.

Prevent User/Consultant from Editing Specialties

This preference restricts the selected Group of Users from editing Consultant Specialties, including
both Subject Specialties and Reason Specialties. Activating this preference will take away the ability to
click on the checkboxes next to Sections and Reasons within the Subject Specialties and Reason
Specialties Tab, but won’t remove the Tabs altogether.

Prevent User/Consultant from Editing Consultant Bio

This preference restricts the selected Group of Users from being able to edit any Consultant’s Bio. This
includes the entire Consultant’s Profile. Activating this preference will remove the SAVE button from a
Consultant’s Profile.

Prevent User from Terminating Visits From Log Listing
This preference removes from the selected Group of Users the ability to Terminate visits from the Log
Listing. Activating this preference will remove the Red Circular Terminate icon.

Prevent User from Searching ‘Work’ Visits
This preference prevents the selected Group of Users from being able to search for “Work” Visits, or
Visits made by Consultants with student accounts to track payroll hours.

Prevent User from Sending Messages to SELECTED Students

This preference, if activated, restricts the user from sending messages to multiple students, or
students found via search. The “Send HTML Note” function that is located in the List Options within
Student Listings will not be available if this restriction is activated.

Prevent User from Creating Messages for Students
This preference restricts the selected Group of Users from using the “Create an HTML note” function to
send emails to Students. This preference will restrict access to ALL messages, including email and Text.

Prevent User from Changing Appointment Data except Appointment Status

This preference restricts the selected Group of Users from changing ANY appointment data, with the
exception of the Appointment Status (Attended, Missed, Cancelled). Activating this preference will
deactivate ALL dropdown menus, text fields, or

Prevent User from Cancel/Deleting Appointment (or change status to cancel/delete)
This preference restricts the selected Group of Users from Cancelling or Deleting Appointments.
Activating this preference disables key fields in the Appointment Entry Window.

Prevent User from Moving Appointment
This preference restricts the selected Group of Users from Moving Appointments by removing the “Move
To” function from the Appointments Entry window.

Restrictions to User Modification

Prevent User from Creating Users

This preference restricts the selected Group of Users from being able to Create User Profiles through
the Group Access Tab.

Prevent User from Editing Users

This preference restricts the selected Group of Users from being able to Edit User Profiles through the
Group Access Tab.
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Prevent User from Deleting Users
This preference restricts the selected Group of Users from being able to Delete User Profiles through
the Group Access Tab.

My Prefs

The fourth area of settings involves the personal preferences that users can choose to customize the
Trac system for their personal user accounts. The My Prefs options include adding some Widgets to the
Main Menu, such as a Mini Log Listing, Reports, custom window colors, Weekly Tip, and a custom RSS
news feed. Keep in mind that the user's ability to enable some of these preferences is dependent upon
the access provided them through their assigned Group.

To get to your My Prefs, click on the TracMan Icon on the left side of the Trac Navigation. Select My
Prefs.

Main Menu Options

Quick Reports
Activating this preference will add the Quick Reports Link to the User’s Main Menu. A link to the
Custom Report Wizard will also be added along with the Quick Reports Link.

Calendar

Activating this preference will add the Appointments link section to the User’s Main Menu. Included in
the Appointments section is the link to view the Schedule, as well as the link to Search for
Availabilities.

Messages
Activating this preference will add the “Trac Admin Messages” window to the User’s Main Menu. Here,
messages sent by Administrators can be tracked and monitored.

Mini Log List

Activating this preference will add the Mini Log List to the User’s Main Menu. The Mini Log List gives a
Snapshot View of the students currently logged into your Subcenters. Students can be logged in and
out of the system directly through the Mini Log List.

Quick Visit
Activating this preference will add both the Quick Visit Utility and Batch Visit Utility to the User’s Main
Menu. (See Chapter 11:Visits - Quick Visits - User Info)

Tip of the Week
Activating this preference will add the “Tip of the Week” widget to the User’s Main Menu. The Tip of
the Week is provided by Redrock Software and contains helpful hints and tips to using the Trac system.

Color Picker

Activating this preference will add the Color Picker Tool to the User’s Main Menu. The Color Picker
allows a user to customize some of the header, background and foreground colors, so that users’ Trac
systems can be personalized.

100



Center Status

Activating this preference will add the “Center Status” Tab to the User’s Main Menu. The Center Status
Tab will be located in the center of the Main Menu to the right of the “Welcome” Tab. The Center
Status Tab will include Appointment and Visit Data for the user, and the resulting Status of the user if
one exists.

Refresh Cache (temp tool)

Activating this preference will add the “Refresh Cache” Utility to the User’s Main Menu. The Refresh
Cache Utility allows a user to refresh the cache of the server, which basically clears temporary files.
News Feed

Activating this preference will add the “News Feed” widget to the User’s Main Menu. Any News Feed
that is based off of an RSS feed may be added here, as long as the URL is entered in the field below:
“Feed URL”.

e Feed URL: Here is where you enter the URL of your RSS News Feed.

Every Page
AdvisorTrac Ticker Sound On

Activating this preference will turn the AdvisorTrac Ticker sound ON. The Ticker is located in the Trac
Navigation bar in the upper left corner and basically notifies Consultants or Admins if there are
students “waiting” to be seen with a sound Alert.

Log Student (at top of every page):

Activating this preference will add the Log Student Window at the top of every page.
Log Resource (at top of every page):

Activating this preference will add the Log Resource Window at the top of every page.

Scheduling
Schedule Start Time:

This preference determines the Start Time of your Schedule.

End Time:

This preference determines the End Time of your Schedule.
Log Listing

Remember Last Search Criteria

Activating this preference will prompt the system to remember your last search criteria. This includes
search terms entered into the Trac Navigation bar.
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Groups

Groups control user access levels to various screens, functions, and centers within your Trac
application. You can establish an unlimited number of groups to provide different access privileges for
your users. User accounts (all users except Consultants) are created through the Group. You can also
create student self sign-in stations called Kiosks through your Group Entry Screens. Consultants are the
only type of User assigned to their group outside of the Group Entry preferences. A very simple Trac
system might only have three groups to control access, while a very advanced Trac system might have
30 or more Groups to facilitate the appropriate levels of privileges.

To get to your Group Access Settings, hover your mouse over the search glass on the Trac Navigation
search window and click Center Profiles. Click on your Center Profile. Select the “Group Access” Tab.

Center Profile: Redrock Tutoring %)

General  Centers Sections Reasons Prefs

This center's groups:
Log Visits  View Viits Reports Schedule  Admin
Administrator

Users: madmin

m

KIOSKS:
Consultant O

Users:

By default, the Sys Admin, Administrator, Front Desk Workers, Consultant, Faculty and Student Groups
have already been created.

Click the Administrator Group.

Center Profile: Redrock Tutoring 3

General Cenbers | Group Access  Tufors  Sections  FReaosons  Prefs

This center's groups:
rts Schedule Admin

=po

Log Visits View Viits R
Adminjstrator
Jse's:i Idmin

KIOSKS:

m
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Groups Enfry % |
ID: 171
Group Mame: Administrator

UserList  KIOSK List [Scheduling | [Student Entry | [Log infCut | |Admin / Madules| | Restristions |

@)

Center & Subcenter Access:
Log Visits To:
Kev: Log, Mo View Log and View View only, no logging
Wiew Schedules:
Kev: View Sched - Edit Aoot View Sched - Edit All
View Sched - Edit Avail (Mo appts] Search Availability Onby
Wiew Visits:
Report on:

Meszsage type for Sent Emails: -

Mezsage type for Sent SMS: -

The Group Entry screen has several tabs that organize the access settings. The Center Access tab
controls which centers the Group members can access through the Log Listing, Visits, Appointment
Schedules, and Report functions. Additional tabs control the user options for Scheduling, Log Listing,
Administrative rights, Modules, and access to the Student and Visit Entry screens.

Creating a New User: User List

Click the User List tab to create a New User. Under the User List section, click the Create New button.

Groups Entry % |
ID: 171
Group Mame: Administrator

Center Access KICSK List  Scheduling StudentEntry Log Inf/Cut Admin f Modules  Resirictions

@
User List for this Group:
Login Na w Nome Prf Cinf Move.__. Last Access
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Enter a Name, Login Name, and Password for the user. Then click Save User to save the Record.

Groups Entry % |
D171
Group Mome: Administrator
Center Access KISSK List  Scheduling Student Entry  Log Inf/Cwut Admin f Modules  Restricfions
(=
Uzer List for thizs Group:
- . Confirm [} BIO next log in
sequence: U [l Prefs next og in
: . Lock to IP Addr:
Legin Mame: madmin
. Email:
Mame: Redrock Admin
Fassword: seesssse
SIIITIL] 1
Lost Access: 00/00/00 12:00 AM “
The User List now includes your newly created account.
Groups Entry % |
D: 171
Group Mame: Administrator
Center Access KISSK List  Scheduling Student BEntry  Log InfCut Admin f Modules  Resfrictions
(=
User List for this Group:
1 users found
Login Name Name Prf Cnf Move... Last Access

Redrock Admin & o000/ 12:00 Am

Assigning Subcenter Privileges: Center Access

Now click the Center Access Tab.

The Center Access tab allows you to assign center-specific privileges to the members of this Group. You
can select which level of access this Group will have to the Log Listing, Visit Records, Appointment
Schedules, and Reports for each of your subcenters. This tab also controls access to Messages,
Document Posts, Student Lists, Surveys (for SurveyTrac Users), and SAGE Referrals (for SAGE users).
Keep in mind that these additional areas (messages, doc posts, stud lists) are only accessible through
the SysAdmin group.
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Administrator Group example:

Io:- 171
Group Mome: Administrator

UserList  KIDEK List  Scheduling  Stedent Entry Log InfCut Admin f Modules  Restricfions

Center & Subcenter Access:

(o) ar

Key: Log, Mo View Log and View View anly, no logging

[View Schedues]

Key: View Sched - Edit Aoot View Sched - Edit All
View Sched - Edit Avail (Mo appts) Search Awvailability Onby

Message type for Sent Emails: -
Message type for Sent ShS: -

SysAdmin Group example:

ID: -1

Group Nome:'@ys Admin
UserList KIOSK Ust Scheduling StudentEntry Log infOut Admin/Moduies Restrctions

Center & Subcenter Access:

Ones

Key: Hide Notes All Visit Info
=) -
[Fesssges) ot )

Message type for Sent Emails: | EMAIL SENT
Message type for Sent SMS: ' SMS SENT E

Post Doc Types;| (v | all [ clear
[Accessfoliste] v I =i

Key: Seq

1
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If a Group should have Access to a Subcenter in one of these areas, then click on the blue dropdown

Arrow button to view your list of subcenters.

Groups Enfry
ID: 171
Group Mame: Administrator

User List  KIOEK List  3cheduling Stedent Enfry Log nf/Cut Admin f Modules  Restrictions

Center & Subcenter Access:

Log Visits To: _E_

Art Advising 14 only, no logging
Demo Advising Cenfer
Educational Supportive Services
Financial aid _ {-EditAl
Hillsbore Campus |E|pearch Availability Only
Math Advising
View Visits: | pusic Advising
Redrock Advising
Report on: | Test Advising Center

Cross Pit %
WIEEEO0E TVPEE TOF 22NT ERTiET -

Meszsage type for Sent SMS: -

Yiew Schedules:

3

Select the appropriate center(s) from the list of subcenters.

Groups Enfry
ID: 171
Group Mame: Administrator

User List KIOEK List  Scheduling Stuedent Enfry Log InfCut Admin f Modules  Restrictions

Center & Subcenter Access:

Log Visits To: E

Redrock Labs * bnly, no logging

Support Lab

‘Demo Learning Center

Deme Math da

Demo Testing Center

Ceme Walkin

View Visits: | supplemental Instruction
TESTING Cenfer

Report on: |WLDC

S5C ACE Coaching - Study Skills
WISEEO0E TYPE TOF 2SNT EMTNE -

Yiew Schedules:

1- Edit All
vearch Availability Only

m

Meszsage type for 3ent SMS: -

3
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Repeat this process for each of the Center Access options: Log Visits To, View Schedules, View Visits,
and Report on. Now the members of this Group will be able to access these areas for the appropriate
Subcenters.

Groups Enfry %]
ID: 171
Group Mame: Administrator

User List KIOEK List  Scheduling Stuedent Enfry Log InfCut Admin f Modules  Restrictions

Center & Subcenter Access:

Log Visits To: | (%] Demo Learning Center |

Kev: Log, Mo View Log and View View only, no logging

View Schedules:  |[*] Demo Learning Center P|

Keyv: View Sched - Edit Aoot View Sched - Edit All
View Sched - Edit Avail (Mo appts] Search Availabilby Onby

View Vists: (%] Deme Learning Center |

Report on: | %] pemo Learning Center Fl

Meszsage type for Sent Emails: -

Meszsage type for 3ent SMS: -

You can also control the level of access this Group has to Log Visits for the selected Subcenters. By
clicking on a subcenter name, it will toggle between the access options.

Log and View - Users in this group can log a student into this center for a visit, as well as view the list
of students that are currently into this center.

Groups Enfry % |
D: 171

Group Noame: Administrator
Center Access  UserList  KIOQEK List  Scheduling Student Enfry Log Inf/Cwut Admin f Modules  Restrictions

a

Center & Subcenter Access:

Leg Visit: To: | %] Deme Learning Center |

Kev: Log, Mo View Eg and ‘u"ieﬂ View only, no logging
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View only, no logging - Users in this group can view the list of students that are currently signed into
this center, but cannot log a student into this center.

Groups Enfry % |
ID: 171
Group Mame: Administrator

Center Access | UserList  KIOSK List  Scheduling Student Enfry Log inf/Cut Admin f Modules  Restrictions

a

Center & Subcenter Access:

Leg Visits To: | [[%] Demo Learning Center #*|

Kev: Log, Mo View Log and View [View only, no logging]

Log, No View - Users in this group can log a student into this center, but cannot view the list of
students that are currently signed into this center.

Groups Enfry % |
ID: 171
Group Mame: Administrator

Center Access | UserList  KIOSK List  Scheduling Student Enfry Log inf/Cut Admin f Modules  Restrictions

@)

Center & Subcenter Access:

Log Visits To: | [1%] Deme Learning Center P |

Kev:log, Mo ".-‘iewi Log and Yiew View only, no logging

You can also control the level of access this Group has to View Schedules for the selected Subcenters.
By clicking on a Subcenter name, it will toggle between the access options.

View Sched - Edit All - Users in this group can view the full schedule for this center, create available
times for Consultants, book appointments with students, and search for appointments for this center
from the Search Availability Screen.

Groups Entry % |
ID: 171
Group Noame: Administrator

Center Access  UserList  KIOSK List  3cheduling Student Enfry  Log n/Cwut Admin / Modules  Restrictions

a

Center & Subcenter Access:
Log Visits To: %] pemo Learning Center #

Kev: Log, Mo View Log and Yiew View only, no logging

View Schedules: ||£| Demo Learning Center h'l

Key: 1 5 i d - Edit All
Wiew Sched - Edit Avail [Mo appts)| Search Availability Onby
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View Sched - Edit Avail (No appts) - Users in this group can view the full schedule for this center and
create available times for Consultants, but cannot book appointments with students or use the Search
Availability screen to search for available appointment times.

Groups Enfry % |
ID- 171
Group Mame: Administrator
Center Access  User List  KIOSK List  S3cheduling Student Enfry  Log n/Cut Admin § Modules  Resthictions

Center & Subcenter Access:
Log Visits To: %] pemo Learning Center #

Kev: Log, Mo View Log and View View only, no logging

View Schedules: | [[®] Deme Learning Center P|

Fey: Wiew Sched - Edit Aootl View Sched - Edit All
View Sched - Edit Avail [Mo appts] Search Availability Onby

Search Availability Only - Users in this group can utilize the Search Availability screen to search for
available appointment times and book appointments with students, but cannot view the full schedule
for this center or create available times for Consultants.

Groups Enfry % |
D: 171

Group Mame: Administrator
Center Access  UserList  KIOSK List  Scheduling Student Enfry  Log n/Cut Admin f Modules  Restrictions

@
Center & Subcenter Access:
Log Visits To: %] pemo Learning Center #

Kev: Log, Mo View Log and View View only, no logging

YWiew Schedules: ||E| Demo Learning Center P

Kev: View Sched - Edit Aoot View Sched - Edit All
View Sched - Edit Avail (Mo appts) |Se::rc*| Availability Onby
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Scheduling

Click the Scheduling Tab. The Scheduling tab allows you to assign Scheduling privileges to the members
of this Group. You can assign the level of access this Group will have to various features on the
Schedule. Check the boxes next to each preference to provide access to scheduling functions.

Groups Entry % |
C: 171
Group Mame: Administrator

Center Accesz  User List  KIOSK List | Schedvling | 3tudent Enfry  Log In/Cuwt Admin § Modules  Restrictions

Scheduling Preferences:
Allow User to Access Scheduls
Allow User to Create Appointments not linked to Availabilities

@

Allow 'maove to' functionality in appointment entry

Allow 'maove to' for moving to other consultants in same center
Show Consultant Clossification on Day Schedule
Show Consultant Location on Day Schedule
Allowr User to View Student Phone on Schedule  Phonel -

Allow User to View Student Email on Schedule

Allow User to Access Schedule
This preference, when activated, allows the selected Group of users to view and access the Schedule.

Allow User to Create Appointments not linked to Availabilities

This preference, when activated allows the selected Group of users to Create Appointments that do not
have any correlation to Availabilities. Similar to Override Privileges, this Preference enables a Group to
be able to bend some Scheduling restrictions, in this case, creating appointments not linked to any
availabilities.

Allow 'move to’ functionality in appointment entry

This preference, when activated, allows the selected Group of users to be able to Move appointments
from the Appointment Entry window. This simply allows a group to reschedule an Appointment for a
later date if necessary.

Allow 'move to' for moving to other consultants in same center

This preference, when activated, allows the selected Group of users to be able to Move appointments
from the Appointment Entry window, but also being able to assign the appointment to other
Consultants in the same Center.

Show Consultant Classification on Day Schedule

This preference, when activated, will display for this Group of users the Classifications of Consultants,
specifically on the Schedule page. Classifications are typically used for Assigned Advisors, Professional
Tutors, Student Tutors, or any sort of classification that separates one Consultant from another, and
this preference will display that Classification on the Day Schedule.
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Show Consultant Location on Day Schedule

This preference, when activated, will display for this Group of users the Locations of Consultants,
specifically on the Schedule page. Typically, Consultant Locations are used for Advising Offices or
common Tutoring Areas, but can be used to designate a Location to your Consultants.

Allow User to View Student Phone on Schedule
This preference, when activated, will display for this Group of users the Student Phone number,
specifically on the Scheduling page regarding Appointments.

Allow User to View Student Email on Schedule
This preference, when activated, will display for this Group of users the Student email address,
specifically on the Scheduling page regarding Appointments.

Student Entry

Click the Student Entry Tab. The Student Entry tab allows you to assign levels of access to both student
and visit data to the members of this Group. You can provide this Group with access to search and edit
students and visits by checking the appropriate boxes.

Groups Enfry % |
ID: 171
Group Mame: Administrator

Center Access  User List  KIQSK List  Scheduling | Student Enfry | Log In/Cut  Admin f Modules  Restrictions

Student Entry Screens:

@]

[ Allow User to View Student Visit History &
[T Allow User to View Student Appointment History

[T Allow User to View Student Resource Usage

[T Allow User to View Student Meszszage History

[T Allow User to View Student Progress Rpts

[C] Allow User to Save Changes to Student Progress Epts
[T Allow User to Access Student Document Postings

[ Allow User to Access Student Semester Hiztory, rptiD:

m

[ Allow User to Access Administrative Docurment Postings (in Utilities)

[C] Allow User to Save changes to Student records
[C] Allow User to Delete Students

Restict To: -
Student Entry Form:  FULL: Standard Admin Access -

[T Allow User to Edit Student Passwords [all sysAdmins maoy edit]
Student Search Screens: [ Allow cocess

[ show Customn Fields on Student Search -
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Allow User to View Student Visit History

This preference, when activated, will allow this Group of users to view Student Profiles, specifically
the Visit Records under the History Tab. A student’s Visit History includes a detailed description of
each Visit that the student made to your subcenters, including Date, Time, Duration, Location,
Consultant, and any notes that either student or Consultant had entered into the record.

Allow User to View Student Appointment History

This preference, when activated, will allow this Group of users to view the Appointment History of a
Student’s Profile. A student’s Appointment History includes a detailed description of each
Appointment that the student has made, whether these appointments occurred in the past, present, or
will occur in the future. Any past appointments will include an Appointment Status (Attended, Missed,
Cancelled) as well as any Visit Data Associated with the Appointment - i.e. Date, Time, Duration,
Center, Location, Consultant, etc..

Allow User to View Student Resource Usage

This preference, when activated, will allow this Group of users to view the Resources Usage History
within a student’s profile. History of Resources contains records of any resources the student may have
borrowed or checked out from any of your subcenters, including Item ID #s, Item Title, Time checked
out and Time returned.

Allow User to View Student Message History

This preference, when activated, will allow this Group of users to view the Message History of a
Student’s Profile. These messages are typically Appointment Confirmations, Reminders, Cancellation
emails, or any global notifications sent out from the Subcenters within your Profile. Any messages sent
to a student are recorded and tracked in their profile, and this preference allows a Group of users to
be able to access these records.

Allow User to View Student Progress Rpts

This preference, when activated, will allow this Group of users to view the Progress Reports Tab of a
Student’s Profile. The progress reports tab allows a history of Grades to be stored in the student’s
record, and this preference enables a Group of Users to be able to access these records.

Allow User to Save Changes to Student Progress Rpts
This preference, when activated, will allow this Group of users to save changes and be able to edit
Student Progress Reports.

Allow User to Access Student Document Postings

This preference, when activated, will allow this Group of users to view and access the Document
Postings within a Student’s Profile. The Documents Tab keeps a record of any documents uploaded to
the student’s Profile. These documents could be assignments, graduation checksheets, tutoring
applications, or any electronic document that is relevant to a student’s record.

Allow User to Access Student Semester History
This preference, when activated, will allow this Group of users to view the

Allow User to Access Administrative Document Postings (in Utilities)
This preference, when activated, will allow this Group of users to view the

Allow User to Save changes to Student records

This preference, when activated, will allow this Group of users to be able to SAVE changes to a
student’s Profile. Any modifications made to a student record, whether it be contact info, visit records
or appointment history, must be saved, and so disabling this preference will thus prevent or restrict
this Group of Users from editing Student records.
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Allow User to Delete Students

This preference, when activated, will allow this Group of users to be able to delete a student’s profile.
Deletion should not be confused with inactivation, as the former completely removes a student’s
record, while the latter simply disables the functionality of the profile. This preference allows a User
to completely remove a student’s record via deletion.

Restrict To:
The Restrict To preference allows an Administrator to restrict a Group from viewing Student Entry

Screens or Student Records. This restriction only allows the selected group to be able to view records
of Students who are members of a List (for more info see Chapter 14. List Management). The Restrict
To preference simply allows the selected Group to be able to ONLY view student records if students are
on the List that is chosen through this preference.

Student Entry Form:

FULL: Standard Admin Access: Full Standard Admin Access gives this group of users FULL access to a
student’s record. This includes all additional modules that may be available: SAGE, Whiteboard and
Text Alerts, as well as full access to the student’s history of records: Visits, Appointments,
Registrations, Resources, and Messages.

VIEW1: ViewOnly, No Modify: This preference removes the “Save” button on student records for the
selected Group, effectively removing this group’s ability to change or modify any student records. This
preference will only allow this group to View student records.

BRIEF1: ViewOnly, No Modify: This preference, similar to the VIEW1 preference above, removes the
“Save” button on student records for the selected group, again removing this group’s ability to Save
any changes or modify student records. The difference between this preference and the one above
mainly involves the “General Info” tab of a student record, where the majority of
contact/demographic information is stored. This preference limits the amount of information that can
be viewed, only showing Name, ID, Barcode #, and Email address.

BRIEF2: View Only, Name Only, NO EMAIL, no custom fields: This preference, similar to the BRIEF1
preference above, only allows the selected Group to view student name, ID, and Barcode #, removing
Email from display.

BARONLY: View/Save Barcodes: This preference allows the selected Group to only be able to View
and Save Barcode numbers within a student Record.

Allow User to Edit Student Passwords (all sysAdmins may edit)
This preference, when activated, will allow this Group of users to edit Student Passwords on a
Student’s Profile.

Student Search Screens: Allow access

This preference, when activated, allows this Group of users to access the Students Listing. The
Students Listing is accessible from the Search Glass on the right side of the Trac Navigation bar.
Deactivating this preference removes the Students option from the Search Glass Menu, for the selected
Group.

Show Custom Fields on Student Search
This preference, when activated, will display any Custom fields when searching for a Student.
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Show Progress Rpts Fields on Student Search

This preference, when activated, will display Progress Report fields when searching for a Student.
Contact Redrock support for more information on Progress Reports (support@go-redrock.com)
Default List Name on Student Search:

Allow user to search Visits

This preference, when activated, allows this Group to be able to access the Visits Listing. The Visits
Listing is accessible from the Search Glass on the right side of the Trac Navigation bar. Deactivating
this preference removes the Visits option from the Search Glass Menu, for the selected Group.

Show Visit Fields on Student Search

This preference, if activated, will display Visit Fields when performing a Search within Student Listings.
This allows users to run searches for Students based on Visit criteria, for example, time of visit, total
number of visits, visit Center, visit Reason, and visit Section.

Visit Entry Screens: Allow User to Save changes to Visit records
This preference, if activated, allows the selected Group of users to be able to Save changes to Visit
Records, effectively allowing this group to modify Visit records.

Allow User to send notes to coach/advisor from Visit Entry

This preference gives a group the ability to “Send Notes” to a coach or advisor from the Visit Entry
window, or directly from the Visit Record. The “Send Notes” function allows a user to send any Notes
recorded for a visit.

Allow User to Delete Visits
This preference allows a group to Delete Visits or remove Visit Records from the system.

Allow User to Enter a Custom Reason

This preference, when activated, will allow this Group of users to enter a Custom Reason in Visit
Records and Appointment Records. Custom Reasons may be created when existing Reasons are not
sufficient to complete a Visit Record. In these situations, a User may need to create a new Custom
Reason, in which case this preference will enable this privilege.

Allow User to Enter a Custom Section

This preference, when activated, will allow this Group of users to enter a Custom Section in Visit
Records and Appointment Records. Custom Sections may be created when existing Sections are not
sufficient to complete a Visit Record. In these situations, a User may need to create a new Custom
Section, in which case this preference will enable this privilege.

User may view visits. (Visit Listing)

OWN - User may view their OWN visits.

NONE - User may view NO visits

ALL - User may view ALL visits.

Utilization Tab on Main Menu

This preference, when activated, will display the Utilization Tab for this Group of Users on their Main
Menu. The Utilization Tab allows you to quickly view any Visit records that may have occurred in
specific date ranges, for example, last week, this month, today, etc...A history of total visits that took
place will appear, and users can click on individual visits to access that specific record.

Allow User to edit visit notes from Utilization tab using form:

Include -

Standard - allows users to Edit Visit Records from the Utilization Tab and the Mini Log List on the Main
Menu.

editNotes - allows users to only edit visit Notes on Visit Records from the Utilization Tab and Mini Log
List on the Main Menu.
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View custom visit fields in student history visit list
This preference, when activated, will display for this Group of users the Visit Custom Fields included in
a student’s Visit History.

Lock Visits older than days old

This preference, if activated, will lock any Visit Records older than days old. Locking a visit
Record will successfully prevent any users from editing the record, with the exception of the case in
which a user has sufficient Override privileges (System Administrators). If this preference is activated,
Visit Records will lock after the number of days that you set in the “_____ days old” field.

Lock Appointments (all but status & notes)

This preference, if activated, will lock any Appointment Records older than days old. Locking an
Appointment Record will successfully prevent any users from editing the record, with the exception of
the case in which a user has sufficient Override privileges (System Administrators). The Appointment
status and Notes fields still be available to edit, as in some cases such as Future appointments, this
information will need to be added “after the fact”. Appointment Records will lock after the number of
days that you set in the “_____ days old” field.

Lock status as well
This preference, if activated, will lock Appointment Statuses as well, for the selected Group of users.

Lock notes as well
This preference, if activated, will lock Appointment Notes as well, for the selected Group of users.

Lock SAGE referrals older than days old

This preference, if activated, will lock SAGE Referrals for the selected Group of users after the number
of days set in the blank field to the left of “days old”.
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Log In / Out

Click the Log In/Out Tab. The Log In/Out tab allows you to assign log in/out privileges to the members
of this Group. Check the appropriate settings to set up the access levels for the members of this Group
to sign students in and out of their visits and control what items this Group will view on the Log Listing.

Groups Enfry % |
ID: 171
Group Noame: Administrator

Center Access  UserList  KIOQEK List  Scheduling Student Enfry | Log Inf/Cwut | Admin / Modules Restrictions

Log Options:
[T Allow User to Search by Mame on Log Listing Users &
[T Allow User to Search by Mame on Log Listing KIO5Ks
[T Allow User to Search by Barcode on Log Listing
[C] Allow User to Create Student when Not Found
[T Allow User to Edit Students on Log Listing/Appts
[ Allow User to Log Resources in and out
[T Allow User to view logged out items on log listing
[T Allow User to view work visits on log listing
[ show student photos on listing
[T show Visit Center on log listing
[ show Visit Recson on log lsting
[ show Visit 5u bject on log listing
O use larger font on log student dialog

m

Batch Visits:

[ show 51 Batch Entry Option

[ Show Visit Batch Entry Option -
l Save | l Back Mo deletion allowed, 1 users associated with this group.

Allow User to Search by Name on Log Listing Users

This preference, if activated, will allow this Group of users to search by Name through the Log Student
Window. Entering any text will prompt the System to perform a search for Students by name (minimum
of 4 characters) and return with matching results.

Allow User to Search by Name on Log Listing KIOSKs

This preference, if activated, will allow this Group of users to search by Name through the Log Student
Window on a KIOSK or Self Sign-in Station. Entering any text will prompt the System to perform a
search for Students by name (minimum of 4 characters) and return with matching results

Allow User to Search by Barcode on Log Listing

This preference, if activated, will allow this Group of users to search by Barcode through the Log
Student Window. Entering digits into the Log Student window will prompt the System to perform a
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search for Students by Barcode number (minimum of 4 characters) and return with matching results.
Barcode numbers are typically used as a secondary form of ID for KIOSKs.

Allow User to Create Student when Not Found

This preference, if activated, will allow this Group of users to create a new Student Profile when an ID
number is not found (in the Log Student Window).

&3
Single student not found. Please check login id (9999999999)
and try again.
Your attempt to log in has failed.
You must see a Success Center Instructor.

¢ . [P E———
SEArCh; RRERits it

' Create Student Try Again |

Allow User to Edit Students on Log Listing/Appts

This preference, if activated, will allow this Group of users to Edit a Student’s Profile from either the
Log Listing Window, or Appointment Entry Window. The modification of a Student’s Profile could
involve fields ranging from ID #, Birthday, Email Address, to College, GPA, or Ethnicity.

Allow User to Log Resources in and out

This preference, if activated, will allow this Group of users to Log resources in and out to students.
This preference gives the selected Group of Users the ability to check these resources in and out to
students who may need to borrow any resources available at your Subcenters.

Allow User to view logged out items on log listing

This preference, if activated, will allow this Group of users to view any resources checked out to
students, specifically on the Log Listing. The Log Listing, while displaying the students currently logged
in to your Subcenters, can through this preference also display any Resources that students may have
checked out.
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» 308 PM  General Advising Avolano, Frank

Check resource infout to Sam Smith?
Resource ltems checked out to Sam Smith:  Intro to Differential Equations

Required Tutoring?®

Allow User to view work visits on log listing

This preference, if activated, will allow this Group of users to view Work Visits on the Log Listing. Work
Visits are typically used for Consultants to log payroll hours. In this case, these work visits do not
appear for the average user on the Log Listing, so as to only display students’ visits. This preference
enables that privilege.

Show student photos on listing
This preference, if activated, will display student photos on the Log Listing for the selected Group.

Show Visit Center on log listing
This preference, if activated, will display the Center of Visit on the Log Listing for the selected Group.

Show Visit Reason on log listing
This preference, if activated, will display the Reason of Visits on the Log Listing for the selected Group.

Show Visit Subject on log listing
This preference, if activated, will display Subject of Visits on the Log Listing for the selected Group

Use Larger Font on Log Student Dialog (inactive)

Log Student:

Enter StudentiD and click refumfenter on keyboard

student ID{Smith, Sam O

Use Larger Font on Log Student Dialog (active)

Log Student:

Enter StudentlD and click returm/enter on

keyboard
Student ID4Sam, Smith &
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Show SI Batch Entry Option
Activating this preference gives the selected Group the ability to enter Batch Visits through the

Creaie a Batch Visit link on the Main Menu.

Show Visit Batch Entry Option
Activating this preference gives the selected Group the ability to enter Batch Visits within the Visits
Listing, accessible through the Visits menu option in the Search Glass.

o Visits Listing
List Dptions~ Reports~ 3 of T208T wisits found
MNew Visit...
) Name Date In - Time In
List All
Search 2/25/2013 o

Al
FPower Search

Power Search Favorites...*

e BEE

Batch Entw'ﬂ'ﬁ\ L. I
iew these Scddents...

a8:73

4292 68R0I0013000 Feynolds, Malcolm 2f25/2013* =2

Al

Show Visit Scans Batch Import (customization required by Redrock Software)
Activating this preference gives the selected Group the ability to enter Batch Visits through the Batch
Scan Utility. Email support@go-redrock for more details.

Allow user to track attendance (only centers where log visit is enabled)

Activating this preference allows the selected Group the ability to track Attendance. Attendance can
be tracked much like SI Batch Visits in that attendance is marked by Section. Checkboxes populate for
each student enrolled in a particular section, and attendance can be marked simply by checking the
checkboxes. Attendance can also be recorded with a visit Center and a visit Reason.

Constrain center to: ()

In regards to Attendance, selecting a Center for this preference will proceed to allow this Group to
ONLY mark attendance for the selected Center. When opening the Attendance Utility, the Center
dropdown will only contain the one Center determined through this preference.

Constrain reason to: ()

In regards to Attendance, selecting a Reason for this preference will proceed to allow this Group to
ONLY mark attendance for the selected Reason. When opening the Attendance Utility, the Reason
dropdown will only contain the one Reason determined through this preference.

Constrain students visible: ()

In regards to attendance, selecting a List for this preference will limit this Group to only being able to
mark attendance for students on the selected List. For more details on student Lists, see Chapter 14:
List Management.

No Reg (use list only)

If this preference is activated, student registrations or enrollment will not be taken into consideration
in regards to attendance. Only students on the selected list will be able to be marked for attendance.
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Admin Modules

Next, click the Admin/Modules Tab. The Admin/Modules Tab allows you to assign administrative
privileges to this Group as well as access to the Trac Modules: Whiteboard, SurveyTrac, and SAGE.
Contact Redrock support for information on purchasing and activating modules (support@go-
redrock.com).

Groups Enfry % |

»

I0: 171
Group Mame: Administrator

Center Access  UserList  KIOQEK List  Scheduling Student Entry Log Inf/Cwut | Admin f Modules | Restrictions

Administration Options:
[ Allow User to Manoge Resources
[ Allow User to Manoge Room Scheduling
[ Allow User to View Modifications Logs
[ overide Appt Rules [Deletions, Creations, etc.)
[ Override Lock Visits
[ Allow User to Access Payroll Reports
[C] Allow User to Edit Consultants from Schedule
[T Allow User to Access Consultant Document Postings

WhiteBoard:
[T Allow User to Create Online Sessions

m

SurveyTroc:
[ Allow Access to Surveys

SAGE:
[ Allow Access to SAGE Monagement functions
[C] Allow User to View SAGE Referrals
[C] Restrict SAGE referrals to own
(O] Allow User to Create/Edit SAGE Refemrals
[C] Allow User to define custom fields

Text Alerts:
Default Text to Student from Log Listing

Default Text to Consultant from Log Listing

[T Allow User to Generate Activitation Code for student

Allow User to Manage Resources

This preference, if activated, will add access to the “Resources” Listing for the selected group of
users. The Resources Listing simply lists all available resources at your Subcenters, and allows users to
edit Resource information as well as check items in and out to students. The Resources Listing, if
activated, will be accessible through the Search Glass in the Trac Navigation bar.
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Allow User to Manage Room Scheduling

Allow User to View Modifications Logs

This preference, if activated, allows the selected Group of users to view the Modification Logs, or Log
Mods for short. The Log Mods are basically records kept of ALL actions taken on your Trac System. The
time any “action” was taken is recorded, as well as what pages were accessed, and who (username and
IP address) performed the action. Log Mods are highly beneficial for troubleshooting purposes, but not
completely necessary for every campus.

Override Appt Rules (Deletions, Creations, etc.)

This preference, if activated, allows the selected Group of users to Override Appt Rules. Appointment
Rules may include the Max # of Appointments made per week, Max # of appointments made per center,
Max # of missed appointments, or Minimum of 24 hours previous to booking an Appointment, etc...Any
of these rules may be broken by the selected Group, if this preference is activated. Be cautious of
which groups you assign this privilege to, as typically, these Appointment rules exist for a reason.

Override Lock Visits

This preference, if activated, allows the selected Group of users to Override Locked Visits. Visits may
be locked through a Center Profile Preference (see Chapter 11: Visits - Log Students In / Out TECH
INFO - Preference: Autolock Visits older than (___) days), and activating this Preference will allow the
selected Group to be able to edit Visit Data for Locked Records.

Allow User to Access Campus Custom Utilities
Allow User to Access System Prefs (must also be either a Center Admin or Sys Admin)

This preference, if activated, allows the selected Group of users to access the System Prefs Tab of the
Utilities & Prefs menu. The System Prefs tab contains a variety of useful Administrative tools including
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the Campus Name preference, Current Term, Login Instructions, Message Types, Semester End/Start
Dates, Standard Student Fields, and Watch List Indicators setup preferences.

Allow User to Access Payroll Reports

This preference, if activated, allows the selected Group of users to have Access to the Payroll category

of Reports. Payroll reports typically deal with Work Reasons, Consultant Hours, Pay Rate, or any
reports that involve Funds.

Allow User to Edit Consultants from Schedule

This preference, if activated, allows the selected Group of users to Edit Consultants’ Profiles from the
Schedule. In the Personnel Listing on the left side, a “head and shoulder” icon will appear, allowing
the selected Group of users to access a Consultant’s profile by clicking on this icon.

Demo Learning Center
Bart, Joe & &
Biguns, Texaos &
Booth, David /%
Doe, .J::lre_-;
Einstein, Albert & &
Halter, Jon & B

Martin, Gecrge &~ 5

=
=

m

Mash, Billy ¢ &2

Ramos-TT, lana o &
L H

Smith, Jonathan
Tester, Buck o& 2

Allow User to Access Consultant Document Postings

This preference, if activated, allows the selected Group of users to access Document Postings within a
Consultant’s Profile. The Document Postings can be located in the “Docs” Tab of a Consultant Profile.

Allow User to Create Online Sessions

This preference, if activated, gives the selected Group of Users access to the Management Functions of
the add-on Whiteboard Module.
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Main Menu

Log listing Q
Schedule Evailable
Reports

Enter KIOSK...
My Frafs
SAGE Management...

SurveyTrac Management...

Iwhiteboard Ma%ement...
Utilities and Preth ..

User Guide

FAG

AdvisorTrac.net

Request Support

Exit

Allow Access to Surveys

This preference, if activated, gives the selected Group of Users access to the Management Functions of
the add-on SurveyTrac Module. Access includes the ability to create surveys, edit surveys, or view
existing surveys. The SurveyTrac Management Utility, if activated, can be located through the Trac Man
icon in the Trac Navigation Bar.

Main Menu

Log listing Q
Schedule vailable
Reports

Enter KIOSK...

My Prefs

SAGE Management...

I SurveyTrac Hanageg}ﬁnt". |

Whiteboard ManagerfEnt...
Utilities and Prefs...

User Guide

FAQ

AdvisorTrac.net

Request Support

Exit

123



Allow Access to SAGE Management functions

This preference, if activated, gives the selected Group of Users access to the Management Functions of
the add-on SAGE module. Access includes the ability to create referrals, edit referrals, or view
existing referrals through the Sage Management Utility. The Sage Management Utility, if activated, can
be located through the Trac Man icon in the Trac Navigation Bar.

Main Menu |
Log listing Q\

i Schedule Rilable.
Reports
Enter KIOSK...

My Prefs

SAGE l‘f1anagﬁ'|:|ljnent...

SurveyTrac l‘rf‘h-."iagement...
Whiteboard Management...
Utilities and Prefs...

User Guide

FAQ

AdvisorTrac.net

Request Support

Exit

Allow User to view SAGE Referrals

This preference, if activated, allows the selected Group of Users to VIEW Sage Referrals
specifically in a Student’s Profile. The SAGE tab will appear in a Student’s record, and a history of
Referrals for the selected Student can be VIEWED directly from their Profile. If this preference is NOT
active, the SAGE tab will not appear in a Student’s Profile.

Mame: Smith, S3am

Status: ACTIVE

Type [
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Restrict SAGE referrals to own

This preference, if activated, allows the selected Group of Users to only VIEW their OWN Sage Referrals
specifically in a Student’s Profile. For example, if Consultant Jon Halter (member of the Consultant
Group) had filled out Referrals for some of his students that came in for tutoring, he would only be
able to VIEW the Referrals that he himself created, in the respective Student’s Profile.

Allow User to Create/Edit SAGE Referrals

This preference, if activated, allows the selected Group of Users to both CREATE and EDIT Sage
Referrals, specifically in a Student’s Profile. The SAGE tab will appear in a Student’s record, and a
Referral for the selected Student can be CREATED directly from their Profile. Any existing Referrals can
also be EDITED directly from the selected Student’s Profile.

Allow User to define custom fields

This preference, if activated, gives the selected Group of Users the ability to define Custom Fields
when creating Referrals. Custom Fields or Questions can be created to gather additional feedback
either from the Consultant, Student, Faculty Member, or perhaps even a Dean or Counselor.

&

SAGE Referal Types  |SaGE Events

Ham not bean -

FeIticipatling

Save | Delete
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TEXT ALERTS

Default Text to Student from Log Listing
Enter in this field the Default Text message that may be sent to Students directly from the Log Listing.
Default Text to Consultant from Log Listing

Enter in this field the Default Text message that may be sent to Consultants directly from the Log
Listing.

Allow User to Generate Activation Code for Student

In order for students to receive Text Message notifications, they must first opt in to the program. To do
this, an Activation code needs to be generated and sent from the student’s phone. This preference
allows a user to generate that Activation Code for the student, so that they can opt in to the Text Alert
Program.

Restrictions

Now, click on the Restrictions Tab. The Restrictions tab allows you to restrict the members of this
Group from performing some of their inherent privileges. Working in an opposite manner from the
other settings, you check a setting in the Restrictions tab to remove a privilege.

Groups Enfry % |
ID: 171
Group Noame: Administrator

Center Access  UserList  KIQEK List  Scheduling Student Entry Log Inf/Cut Admin f Modules

Restrictions to Sensitive Data:
[ prevent access to Reports Chooser
[ prevent access to Group Preferences
[ prevent access to Group Restrictions Tab
[ prevent access to Group Fovorite Reports
[ prevent access to My Prefs to Personalze Main Menu
[ prevent User from Yiewing Student |IDs in Appointments and Log Listing
[ prevent User from Yiewing Grades in Progress Reports and Registrations
[ prevent User from Yiewing Info Tabs in Student Entry
[ - Prevent User from Wiewing Info Tabs: Basic Info
[ - Prevent User from Wiewing Info Tabs: Custom Campus
[ - Prevent User from Wiewing Info Tabs: Center Info
[ - Prevent User from Wiewing Info Tabs: Lists £
[ - Prevent User from YWiewing Info Tabs: Schedule
[ prevent User from booking appointment on schedule
[ prevent User/Consultant from Editing Specialties
[ prevent User/Consultant from Editing Consultant Bio
[C] Prevent User from Terminating Visits from Log Listing

m

l Save | l Back Mo deletion allowed, 1 users associated with this group.
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Prevent access to Reports Chooser
This preference restricts the selected Group of Users from accessing the Report Chooser.

Prevent access to Group Preferences
This preference restricts the selected Group of Users from accessing the Group Access Preferences.

Prevent access to Group Restrictions Tab
This preference restricts the selected Group of Users from accessing the Group Access - Restrictions
Tab.

Prevent access to Group Favorite Reports
This preference restricts the selected Group of Users from accessing the Favorites Category of Reports.

Prevent access to My Prefs to Personalize Main Menu
This preference restricts the selected Group of Users from accessing the My Prefs Menu.

Prevent User from Viewing Student IDs in Appointments and Log Listing1
This preference restricts the selected Group of Users from being able to view Student ID #s both in the
Appointments Entries and Log Listing pages. Activating this preference will hide Student ID #s.

Prevent User from Viewing Grades in Progress Reports and Registrations
This preference restricts the selected Group of Users from being able to view students’ Grades both in
Progress Reports and Registrations.

Prevent User from Viewing Info Tabs in Student Entry
This preference restricts the selected Group of Users from viewing ANY info tab in a Student’s Profile
or Record.

Prevent User from Viewing Info Tabs: Basic Info

This preference restricts the selected Group of Users from viewing the Basic Info Tab of the Student’s
Profile. The Basic Tab contains basic contact info such as Name, Email, and Birthdate, and
demographic info such as Gender, Ethnicity, and Major.

Prevent User from Viewing Info Tabs: Custom Campus

This preference restricts the selected Group of Users from viewing the Custom Campus Tab of the
Student’s Profile. The Custom Campus Tab contains the 9 available Custom Fields which may track any
information you deem relevant.

Prevent User from Viewing Info Tabs: Center Info

This preference restricts the selected Group of Users from viewing the Center Info Tab of the Student’s
Profile. The Center Info Tab contains the Center Status information of a student: how many
appointments they’ve missed, and their resulting status (i.e. Banned, Probation)

Prevent User from Viewing Info Tabs: Lists

This preference restricts the selected Group of Users from viewing the Lists Tab of the Student’s
Profile. The Lists Tab will display any Lists the student may be a part of.

Prevent User from Viewing Info Tabs: Schedule

This preference restricts the selected Group of Users from viewing the Schedule Tab of the Student’s
Profile. The Schedule Tab contains the Student’s Class Schedule.

Prevent User from booking appointment on schedule
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This preference restricts the selected Group of Users from booking Appointments through your Trac
Schedule. Activating this preference will remove the blue dropdown arrow next to appointments on the
Schedule, but will not remove the ability to Book appointments through the Search for Availabilities.

Prevent User/Consultant from Editing Specialties

This preference restricts the selected Group of Users from editing Consultant Specialties, including
both Subject Specialties and Reason Specialties. Activating this preference will take away the ability to
click on the checkboxes next to Sections and Reasons within the Subject Specialties and Reason
Specialties Tab, but won’t remove the Tabs altogether.

Prevent User/Consultant from Editing Consultant Bio

This preference restricts the selected Group of Users from being able to edit any Consultant’s Bio. This
includes the entire Consultant’s Profile. Activating this preference will remove the SAVE button from a
Consultant’s Profile.

Prevent User from Terminating Visits From Log Listing
This preference removes from the selected Group of Users the ability to Terminate visits from the Log
Listing. Activating this preference will remove the Red Circular Terminate icon.

Prevent User from Searching ‘Work’ Visits
This preference prevents the selected Group of Users from being able to search for “Work” Visits, or
Visits made by Consultants with student accounts to track payroll hours.

Prevent User from Sending Messages to SELECTED Students

This preference, if activated, restricts the user from sending messages to multiple students, or
students found via search. The “Send HTML Note” function that is located in the List Options within
Student Listings will not be available if this restriction is activated.

Prevent User from Creating Messages for Students
This preference restricts the selected Group of Users from using the “Create an HTML note” function to
send emails to Students. This preference will restrict access to ALL messages, including email and Text.

Prevent User from Changing Appointment Data except Appointment Status

This preference restricts the selected Group of Users from changing ANY appointment data, with the
exception of the Appointment Status (Attended, Missed, Cancelled). Activating this preference will
deactivate ALL dropdown menus, text fields, or

Prevent User from Cancel/Deleting Appointment (or change status to cancel/delete)
This preference restricts the selected Group of Users from Cancelling or Deleting Appointments.
Activating this preference disables key fields in the Appointment Entry Window.

Prevent User from Moving Appointment
This preference restricts the selected Group of Users from Moving Appointments by removing the “Move
To” function from the Appointments Entry window.

Restrictions to User Modification
Prevent User from Creating Users
This preference restricts the selected Group of Users from being able to Create User Profiles through

the Group Access Tab.
Prevent User from Editing Users
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This preference restricts the selected Group of Users from being able to Edit User Profiles through the
Group Access Tab.

Prevent User from Deleting Users

This preference restricts the selected Group of Users from being able to Delete User Profiles through
the Group Access Tab.
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Chapter 5: Sections

The importing of Section data or subject data is essential for a variety of functions within your Trac
system. Importing Course enrollment information, registration records, and even grades or progress
reports can potentially add meaning to data that is being collected.

Course enrollment can also be highly beneficial in regards to Advising sessions, Tutoring consultations,
the Log in / Log out process, Scheduling process, and Reporting capabilities. Course enrollment data
can make your login process more efficient by automatically populating students’ current enrollment
information as they are logging in. When a student is searching for an Availability to book an
Appointment, his/her section data can automatically load into the subject field, streamlining the setup
and configuration processes, and ultimately making searches more efficient and timely. Consultants
can host sessions based upon subject or section, such as Group workshops or Supplemental Instruction
meetings, and conversely, students can find sessions based upon subject. Reports can be generated
based on section data. Whether a report aims to organize visits by a specific course, or compare grades
of students who have received tutoring to those who have not, adding section data to your Trac system
is highly recommended.

Section/Subject data can either be imported automatically or entered on a manual basis. To get a
better idea of the Automated Import process, let’s first add a section manually.

Creating a Section Record

To add a section, we can navigate to one of two areas: Center Profile - Sections Tab or the Sections
listing. For this example, we will go to the Sections Listing. Hover over the Search Glass on the right
hand side of your Trac Navigation (top left corner on Main Menu) and select Sections.

Trac Navigation:

q Students N
Wisits

Registrations
Documents
Faculty

Center Profiles

Resources

=]

Appointments
Potential Assignments
Grade Groups
Waorkshops

Sections Y|}.-,]
—

Once we’ve navigated to the Sections listing, click on List Options > New Section to add a new section.
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The first tab selected will be the Course Info tab. Here we can enter some basic information about the
course we would like to add.

Sections Entry % |
Intermal ID: O Date Created: 00/00/00

FitnessTrac & Grading Enrcllment  Schedule  Grode Book

Sukj Code: ENGT0T
Sect Term: ENGT01-014A4-201301
Section: 01A
Term ID: 201301
Courze Title: English101-Intro to CollegeWriting
Credits: 3
nstructor: 0
Alt Instructor: 0
MHon Enrolled [Available to All)
[Clis Work Section [Available to Consultants Onby)
Do Mot Display on Search Availability

Save | Delete |

Enter some basic information about your section. At minimum, your section needs to include a Subject
Code and a Section Term. We also recommend that you include a Section Code, Term ID, and Course
Title when you create the section. You may also assign the course Instructor.

The Subject Code is typically created from a department designation (i.e. MATH) and a course number
(i.e. 200). This should be a recognizable code to the students so they can identify the courses in which
they are enrolled.

The Section is an alphanumeric code that identifies the specific section of a course (i.e. 1234).

The Term ID is a numeric code for the year and semester for this section (i.e. 201310). If you are
creating a section that would be available regardless of school term, then you will leave the Term ID as
zero.
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The Section Term is typically created by combining the Subject Code, Section, and Term ID.

Generic Sections

After both student and course enrollment data are entered, it is in some situations beneficial to create
what we call a “generic” section. For example, when our student Sam Smith logs in to a center and is
selecting a Subject for his visit, a list of courses that Sam is currently enrolled in (typically 4 - 6
courses) can be displayed in the Subject drop down menu, rather than a complete list of all available
courses. However, if Sam is looking for general Writing help in preparation for a Graduate School Essay
Application, this need cannot be expressed in his current list of courses. In this situation, we have the
option of adding a Generic Section, perhaps entitled “Graduate Prep”, that would be available to ALL
students (enrollment NOT required), so that Sam can select a more accurate subject for his visit. You
might also create sections that are for generic tutoring subjects that you would like to offer as options
to all students, such as Other,

Personal, Study Skills, Non-Course Related, etc.

To add a Generic Section, we can navigate to one of two areas: Center Profile - Sections Tab or the
Sections listing. For this example, we will go to the Center Profile - Sections Tab. Hover over the
Search Glass on the right hand side of your Trac Navigation (top left corner on Main Menu) and select
Center Profiles. Select your Center Profile and Navigate to the Sections Tab. Then click on the blue
“New” button to the right of the “term” field.

Sections Entry %
Internal I0: 0 Daote Created: 00/00/00
Course Info | FinessTrac & Grading Errclimen Schedule Grade Book
Subj Code
Sect Term
section
Term 1D:(0
Course Title
Credits:|(
Instructor: O
Alt Instructor D
Mon Enrolled {Available to All)
is Work Section [Available to Consultants Only)
Do Mot Digplay on Search Availability
Save Delete

Here we can enter information pertinent to the course in the exact same manner as detailed in the
manual process above (See Chapter 5: Sections - Creating a Section Record). There are two exceptions
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within this process that we must adjust in creating a generic section. One involves the “Non Enrolled
(Available to All)” preference, and the other involves a term code of 0.

The “Non Enrolled (Available to All)” preference, if activated, will make this section Available to ALL
students regardless of a student’s enrollment in the course. This is very similar to activating a section
for ALL subcenters, in that, ANY student who logs in to ANY Subcenter will be able to select this course
for their visit. Check the box to the left of “Non Enrolled (Available to All)” to make this section a
Generic section.

Setting a term code of 0 is also recommended so that as Semester Term codes change over time, any
generic sections with term codes of 0 remain constant. Assigning a term code of 0 to your generic
sections also makes it easier to differentiate these courses from actual courses. If this is desirable, set
the Term ID to “0”. Click “Save” to save the section record.

Center Profile: Redrock Tutoring %]
Generol  Cenfers  Group Access  Tutors Reosons  Prefs

Intermal ID: 0 Date Created: 00/00/00

Course Info | FitnessTroc & Grading  Enrcllment  Schedule  Grade Book

Subj Code:
Sect Term: General Writing Help
Section:
Course Title: General Writing Help
Credits: 0

Instructor: O

Alt Instructor: Q
Mon Enrclled [Available to All)
is Work Section [Available to Consultants Only)
Do Mot Display on Search Availability

Save | Delete |

Generic Sections are useful in many situations. Often, campuses need a system to facilitate Prospective
students, or students who have not yet enrolled at their campus but are in the process of orientation,
etc...With Generic sections, prospective students are able to, for example, hold an Advising session and
record the data associated with the visit, without having any course enrollment information.

Importing Course Enrollment Data
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Students’ course information may also be Imported into your Trac system from your Student
Information System. Whether your campus uses Banner, Datatel, Peoplesoft, or even a homegrown
system, we can extract data from your Student Information System and Import the appropriate data
into your Trac system. This process can be run on a manual or automated basis.

First we need to decide which specific fields need to be extracted from your SIS. Typical fields used for
example, are Course ID, section ID, Course Title, Term ID, Instructor ID, Instructor Name, and Grade.
We can use a blank Section Entry as reference:

Sections Entry %
Internal ID: 0 Date Creoted: 00/00/00
Course Info | FinessTrac & Grading Errcliment  Schedule  Grode Book
Subj Code:
Sect Term:
Section:
Term 1D:|0
Course Title:
Credits:|(
Ingtructor: 0
Alt Instructor: 0
Mon Enrolled {Available to All)
is Work Section [Available to Consultants Only)
Do Mot Digplay on Search Availability
Save Delete

Once your Administrators have decided which fields would be beneficial or essential, we will need to
work with your Campus’ IT department to facilitate the data Extract from your SIS. Create a sample
data file and send it to Redrock Software Corporation. Acceptable data file formats are tab delimited
(ASCIl), comma delimited (csv), or fixed character position (ASCIl). An import map is then created
based on the sample file.

After the fields are chosen, the data file is created, and the import map is written, your Trac System
can run the import process automatically. First, the data file should be updated and saved to the same
location on a daily basis. The campus IT personnel may write a script to automate this process. At this
point we will also need to set a time within your Trac system for the Automated Import Event to run.
The import will then update each day automatically, providing the most current information from the
campus SIS database.

Here is a table detailing Course/Section fields.
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Course Fields

Name Type | Required Description

The unique numeric ID of the student. In some cases the ID is the

StudentID | A20 | Yes secondary alphanumeric ID - please indicate to us which ID will be
utilized.

Course A40 |Yes The course in which the student is enrolled

Section A40 | Yes The section in which the student is enrolled

Title A80 |Yes The name of the course in which the student is enrolled

The term code for the semester that the student is enrolled in: 032 might

TermID # Yes . .
be the year 2003 Spring, and 034 might be the year 2004 Summer.

Instructor . . .
D ?? If utilized, coordinate the use with Redrock Software.
Instructor .

A60 The fullname of the instructor
Name
Instructor . .

. A40 The instructor's first name.

First
Instructor .

A40 The instructor's last name.
Last
Instructor . .

. A80 The instructor's Emaill address.

Email
Instructor .

A20 The instructor's phone.
Phone
Instructor . .
Sal A8 The Salutation or Degree for the instructor (Phd, etc.)
Grade A20 The Grade received for this course.
Value # The Numeric grade value
Date D Date grade/report issued.

The report type (midterm, final, etc.) In some cases it is simply a flag
Type A40 used by the system to indicate the disposition of the course
(REGISTERED, DROPPED, WITHDRAWN).

Activating Sections
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nce your section/course information has been entered either manually or via the import process, we
will need to activate Sections for your Subcenters, or in other words, we will need to indicate which
courses will be available at which Subcenters. For this next example, we will be activating courses for
our Writing Center. First, let’s navigate to our Center Profile - Sections Tab. Here we will click on the
SubCenter Options dropdown menu, and select the Writing Center.

JERREERERERREERREEEEEEEEE

List Dptions~

Term:

Section Term ID

Al ACCTG110 205 20112

ACCTG110 206 201132

ACCTG110 604 20112

ACCTG110 001C 20112

ACCTG110 9021 20112

ACCTG110 9031 20112

ACCTG111 201 201132
Al ACCTG111 202 20112

ACCTG111 205 201132

ACCTG111 602 201132

ACCTG111 9001 20112

ACCTG113 201 201132

ACCTG113 203 201132

ACCTG113 603 20112

ACCTG1132 0001 20112

ACCTG116 200 20112

ACCTG117 201 20112

ACCTG120 600 201132

ACCTG122 201 20112

ACCTG124 201 20112

ACCTG124 602 201132

ACCTG125 201 201132

ACCTG125 0001 20112

ACCTG126 200 201132

BCCTEA TR GMNT 3040

13

I—-)‘ 1481 zections found

Redrock Tutoring chosen

4 Page 1 of? >

m

Term Course Instructor

| Subcenter Options~ |

Add these to Redrock Tutoring... rocounting Bruckner, Scrobo

Remove these from Redrock Tutoring... Chavez Jim

BURESH, SCOTT
Chavez, Jim

Find sections not in Redrock Tutoring...

Find sections in Redrock Tutoring...
Chavez, Jim

Redrock Tutoring
Demo Learning Center
Demo Math Center
Demo Testing Center
Demo Walkin Matheson, Nei
Supplemental Instruction

WLDC

TESTING Center

Demo Advising Center

Demo Writing Center

RIEW 20112 ACCTG125-201
Fl 20112 ACCTG125-500]
FI 20112 ACCTG126-200
M 0117 ACCTC 249001 i

The system will then notify the User that the Writing Center has been chosen.

List Options~

Term:

Section Term ID

[“] Al AccTE110 205 20112
[v]

ACCTG110 206 20112
ACCTG110 604 20112

ACCTG110 901C 20112

General Cenfers  Group Access Tutors |Sec|ions| Feosonz  Prefs

I—-)‘ 1481 sections found

| Demo Wifing Center chnsenl

-
dPage 1 ofe P[]

Subcanter Options~ Term Course Instruchor
D 20112 Fundamentals of Anancial Accounting Bruckner, Scrobo B
D 20112 ACCTG110-204
D 20112 ACCTE110-404 Chawvez, Jim
|:| 2012 ACCTGTI0-F01C BUREEH, 3COTT

Now that we’ve selected our Subcenter, we need to perform a search to find the courses we want to

activate for the Subcenter in selection. For this example, we will be looking for English courses that we

want to activate for our Writing Center. Type “ENG®” in the Search Field 3, to the left of
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the New button. The wildcard “@” symbol will modify the search to include any courses that BEGIN
with “ENG”, i.e. ENG101, ENG 202 etc...

Center Profile: Redrock Tutoring

General Cenbers  Group Access  Tutors | Sectlions | Reasons  Prefs

| »

I Demo Writing Center chosen I

Section Term D T Ci
Subcenter Options~ sm ourse Instructor

m

O

ENG101 01 20112 20112  Fst Year Composifion Moore, Kenneth
ENG151 200 20112 I:‘ 20112  EMG151-200 —
ENG151 205 20112 20112 EMG151-205
ENG151 206 20112 20112 EMG151-204
ENG151 207 20112 20112 ENG151-207
ENG151 208 20112 20112 ENG151-208
ENG151 209 20112 20112 ENG151-20%
ENG151 210 20112 20112 ENGI151-210
ENG151 211 20112 20112 EMGIS1-211
ENG151 212 20112 20112 ENGI51-212
ENG151 215 20112 20112 ENGI151-215
ENG151 216 20112 20112 ENGI151-214
ENG151 250 20112 20112 EMGI151-350
ENG151 6032 20112 20112 ENG151-403
ENG151 604 20112 20112 EMG151-404
ENG151 606 20112 20112 EMNG151-404
ENG151 607 20112 20112  EMNG151-407
ENG152 200 20112 20112 ENG152-200
ENG152 206 20112 20112 EMG152-204
ENG152 207 20112 20112 EMG152-207
ENG152 2038 20112 20112 EMG152-208
ENG152 210 20112 20112 EMG1582-210
ENG152 211 20112 20112 ENG152-211
ENG152 212 20112 20112 ENG182-212
FRCAST 342 20117 20117 FNG1S2-217

JEFREREEFEEEEEEEEEEREEEEE
N T O

The system then locates 143 sections that begin with “ENG” out of 1681 total sections. In order to
activate these courses for the Writing Center, we have the option of checking each Center checkbox
(underneath the Subcenter Options column) individually.
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ENG101 01 20112

ENG151 200 20112
ENG151 205 20112
ENG151 206 20112
ENG151 207 20112
ENG151 208 20112
ENG151 200 20112
ENG151 210 20112
ENG151 211 20112
ENG151 212 20112
ENG151 215 20112
ENG151 216 20112
ENG151 350 20112
ENG151 603 20112
ENG151 604 20112
ENG151 60620112

IERFFRREREERREEE

Cenercl Cenfers  Group Access

List Dptions~ Term:

Section Term ID

Center Profile: Redrock Tutoring

Tutors | Sechlions | Reasons  Prefs

143 zections found

Term Course

| Demo Wiiting Center chosen |
Subcenter Options~

Instructor

z 20112 Fist Year Composition Moore, Kenneth
v 20112 ENGI51-200
v 20112 ENGI51-205
v 20112 204
v 20112 207
v 20112 08
v 20112 51-207
—

20112 51-210
@ 20112 51-211
Fl 20112
Fl 20112
Fl 20112
Fl 20112
Fl 20112
[ 20112
(| OO117  FRCIS] AN

| »

m

On the other hand, if we would like to activate ALL courses found in our Search, we can click

Subcenter options > Add these to Writing Center. This will proceed to add ALL courses located through
our Search (143 sections found) to the Subcenter in selection - the Writing Center.

ENG101 01 201132

ENG151 200 20112
ENG151 205 20112
ENG151 206 20112
ENG151 207 20112
ENG151 208 20112
ENG151 209 20112
ENG151 210 20112
ENG151 211 20112
ENG151 212 20112
ENG151 215 20112
ENG151 216 20112

HERIRERIRERREEE

CGeneral  Centers Group Access

List Options~ Term:

Section Term ID

Center Profile: Redrock Tutoring

Tutcrs | Sections  Eeocsons  Pref:s

[ENG@ O

Demao Writing Center chosen

Term Course Instructor

ISubcenl:er- DptiDHEYI
|Add these to Demo Writing Center...

| Moore, Kenneth

Remove these from@mu Writing Center...
Find sections not in Dema Writing Center...

Find sections in Demo Writing Center...

Redrock Tutoring
Demo Learning Center
Demo Math Center

Demo Testing Center

m

If, for example, let’s say for our Testing Center we would like to activate ALL courses EXCEPT English
courses. In this situation, we would follow the same procedure. We would first select the Testing
Center from Subcenter Options. Make sure that the total numbers of sections are listed (for this
example, 1681 sections found). If this is not the case, you may need to click List Options > List All, and
repeat your Subcenter selection through Subcenter Options.
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General Centers

List Options®  Tarm:

Section Term 1D

Al ACCTG110 205 20112
ACCTG110 206 20112
ACCTG110 604 20112
ACCTG110 901C 20112
ACCTG110 9021 20112
ACCTG110 9031 20112
ACCTG111 201 20112

Al ACCTG111 202 20112
ACCTG111 205 20112
ACCTG111 602 20112
ACCTG111 9001 20112
ACCTG113 201 20112
ACCTG113 203 20112
ACCTG113 603 20112
ACCTG113 9001 201132
ACCTG116 200 20112
ACCTG117 201 20112
ACCTG120 600 20112
ACCTG123 301 20112
ACCTG124 301 20112
ACCTG124 602 20112
ACCTG125 201 20112

REEREHEREFRRERRERREREREEE

Group Access  Tutors

Center Profile: Redrock Tutoring

Seclions | Reasons Prefs

[ Q

Redrock Tutoring chosen

1
I Subcenter Dptionsvl s

Add these to Redrock Tutoring...

Remaove these from Redrock Tutoring...
Find sections not in Redrock Tutoring...

Find sections in Redrock Tutoring...

1481 sections found -

< Poge 1 of¥% >

m

Instructor

ncoounting Bruckner, Scrobo

Chawvez, Jim
BURESH, 3COTT
Chavez, Jim
Chavez, Jim

Redrock Tutoring
Demo Learning Center

Demo Math Center

Demo Testing Center

Demo Walkin RI\T;J
Supplemental Instruction
WLDC

TESTING Center

Demo Advising Center

Demo Writing Center

|:| 20112 ACCTG125-201

Matheson, Neil

&

The system will then notify us of our Subcenter Selection. Now, because we want to activate ALL
courses (except English), click on Subcenter Options and select Add These to Testing Center. This will
add ALL courses to our Testing Center.

Center Profile: Redrock Tutoring %]

General Cenfers  Group Access  Tutors | Sections  Reosons  Prefs

List Options~ Term:

1431 sections found -
dArage 1 afs P

Instruector

[ QO

Redrock Tvloring chosen

m

Secfion Term ID Term Course

I Subcentar Dptionsvl

All ACCTG110 205 20112 | Add these to Redrock Tutoring... iﬁcccu"ﬁng Bruckner, focrobo W
ACCTG110 206 201132 .

Remove the{t’}from Redrock Tutoring... - ;
ACCTG110 604 201132 g Chavez, Jim
ACCTG110 901C 20112 Find sections not in Redrock Tutoring... BURESH, 3COTT
ACCTG110 9021 20112 [ng cactions in Redrock Tutering... Chavesz, Jf""
ACCTG110 9021 20112 Chavez, Jim

Now, since we’ve activated ALL courses, we need to remove ALL English courses from our Subcenter
Assignment (Testing Center). We at this point repeat the exact same search for “ENG@” courses and
find the 143 English sections found in our previous example.
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EFC Centars

List Options~

Section Term D

ENG101 01 20112

ENG151 200 20112
ENG151 205 20112
ENG151 206 20112
ENG151 207 20112
ENG151 208 20112

Group Access  Tutors

Term:

Center Profile: Redrock Tutoring

Sechions | Fecsons  Prefs

143 sections found

Course

I Demo Testing Center chosen I
Subcenter Options~ g{t’) Term
20112 First Year Composition
20112 BNG151-200
20112 BENG151-205
ENG151-208
0112 BENG151-207
20112 ENG151-208

]

Instructor

Moore, Kenneth

*

m

To do this, click on Subcenter Options and select “Remove these from Writing Center”.

FRREREREREREEEREE

General

List Options~

Section Term ID

ENG101 01 20112

ENG151 200 20112
ENG151 205 20112
ENG151 206 20112
ENG151 207 201132
ENG151 208 20112
ENG151 209 20112
ENG151 210 20112
ENG151 2411 20112
ENG151 212 20112

ENG151 215 20112
ENG151 216 20112
ENG151 350 20112
ENG151 603 20112

Cenfers  Group Access

Term:

Center Profile: Redrock Tutoring

Tutors | Sechlions | Reasons Prefs

143 secticns found

Course

[ENc@ <

Demo Testing Center chosen

T
Subcenter Options~» sm

Add these to Demo Testing Center...

Instructor

Moore, Kenneth

| Remove these FrRm Demo Testing Center...

Find sections nog._li] Demao Testing Center...

Find sections in Demo Testing Center...

Redrock Tutoring
Demao Learning Center
Demo Math Center
Dema Testing Center

Demo Walkin

»

m

Doing this will proceed to remove the 143 English sections we found in our search from the Testing
Center. Now, ALL courses will be active for the Testing Center, except any course that begins with
“ENG".
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Changing Semesters

At the end of the semester, there are a few steps to transition to the new semester. Your import files
include course registrations for specific terms. Your Trac system identifies the active term to specify
which course registrations are active. The tutors' specialties are related to sections from the previous
term and need to be converted to sections for the new term.

Because import files contain student registrations specific to a term, the timing between changing your
Term Code and importing your registrations is crucial. If you import the next semester's data before
you change the term code, then all of the previous semester's courses will be marked as Inactive AND
all of the next semester's courses will be marked Inactive. Even if your previous term is not over and
you have not changed the term code in the preferences, the courses are now Inactive and students will
not be able to visit for the courses. Even if your next term has started, the courses will be marked
Inactive if you have not changed the term code in the preferences. Make sure to change your Term
code FIRST, and then run your Import.

From the Trac Navigation, click on the Tracman icon and select "Utilities and Prefs..."

When the "Batch Utilities" window opens, select the "System Prefs" tab. Under the Campus Information
click on the "CurrentTerm" link.

Batch Utilities %]

Batch ufilities allow you to perform searches, data changes and various other operations on a selection of records. Many of
these operations can not be vndone so do not activate a destructive process if you are unsure of the results.

There are 0 records for processing.
Customn Wity | System Prefs | Advanced Pref: LDAP Tool Emai Tool Automated Events
I— 7% systemn preferences found o

defaultProfile TutarTrac
DNSServer L
EncodePass frue 1
LOGACT Tes
LOGMODS YES
Mail Settings
MAILSERVER gpolle.cordemet.com

If this is your first time =accessing TutorTrae, please enter your Student ID and
MsgsAll your birth date (MM/DD/YYYY)for your password. When prompted after logging

in, verify your Student ID
navHeaderCheckDelay 45

Newsfeed URI
User Passwords and
Validation

Campus Information

Assessments
campusColorData

CampusName Redrock
| CurrentTer% 200112
FacultyAcc, /5 s

- - | What is the current term code (numeric) that registrations are activated for?
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Enter in your numeric term code in the data field provided then click SAVE.

Batch Utilities

Batch utilities allow you to perform searches, data chonges and various other operations on a selection of records. Many of
these operations can not be vndone so do not activate a destructive process if you are unsure of the results.

There are 0 records for processing.
Customn Utiity | System Prefs = Advanced Pref: LDAP Tool EmailTool Automated Events

CurrentTerm

What is the current term code (numeric) that registrations are activated for?

m Delete |

After Changing the Term code you then will need to Update your import files (typically students.csv
and courses.csv) for the new semester. These files are located in the Import folder of your root Trac
system folder.

Once the import file is up to date you will run the import file from the Batch Utilities Screen. When on
the Batch Utilities screen click the “Custom Utility” tab and make sure “Standard” is selected. Select

“Import Student Data” and then click “Execute”

Batch Utilities

Batch utilities allow you to perform searches, data changes and various other operations on a selection of records. Many of
these operations can not be vndone so do not activate a destructive process if you are unsure of the results.
There are 0 records for processing.

Custom Wility  System Prefs Advonced Prefs  LDAP Tocl Email Tool  Auvtomaoted Events

Engine: 20121127 Common: 20120704 Layout: 20120920
Student: 20120914 Visit: 20120926 Uility: 20120419

Choose a ulility category and then a parficular process.

Import Student Data *
Fix Last Date In

View Import Status
Session Trace ON
Session Trace OFF
Campus Custom Utilities
Confirm Student Bio Click executs to begin the import process on the server.
Link Consultants to Surveys
Merge by 1D

Merge by Sequence -

U

m

To check on the status of an import from the same “Custom Utilities” tab click “View Import Status”
and then click Execute.
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There are 0 records for processing.
Custom Uity = System Prefs Advonced Prefs  LDAP Tocl  Email Tool  Auvtomaoted Bvents

Choose a utility category and then o parficular process.

Standard -

Import Student Data
Fix Last Date In

»

Session Trace ON
Session Trace OFF
Campus Custom Utilities
Confirm Student Bio A Click execute to view the status of your mest recent import.
Link Consultants to Surveys
Merge by ID

Merge by Sequence -

m

Engine: 20121127 Common: 20120704 Layout: 20120920
Student: 20120914 Wisit: 20120924 Utility: 20120419

This will display detailed information on your most recent import including...
= Date and Time
=  What import files were used
= How many students were imported and created

= How many registrations/Sections and subjects were imported.

Custom Uity |System Prefs JAdvanced Prefl LOAP Tool | Email Tool |utomated Evi

Executing View Import Status...
Import started at: 11/23/2009, 13:51:45
Found file; C:ATutorTraddmportstudent.txt, Now start importing...

1022 students imported.
0 new students created.

Found file; C:ATutorTraddmport\course txt, Mow start importing...
3173 registrations imported,
530 subjects created,

1620 sections created.

3165 new courses registered.
0 imstructors created,

(Imtmr‘t completad at: 11/23/2009, 13:52:12 )

Back 0
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Activating Sections for a New Term

When the import is complete, the next step is to activate the new courses for the updated term.

From the Trac Navigation to the magnify glass and click Center Profiles. In the Center Profiles go to
the Sections tab and in the Section Listing, type the new Term code in the “Term” field. The Section
Listing will now display all sections in your new term.

Center Profile: Redrock Tutoring

Ganaral  Group Accass  Cantars  Tubor  Seclors Recsons  Frafs

List Options~ [ Term: 20112 new... 1677 seckons found A poge 1 of17

Redrock Tutoring chosen
Section Term ID Term Course Instuctar

Subcenter Options v
Al ACCTG10Z 200 20112
Al ACCTG110 205 20112
Al ACCTG110 206 20112
Al ACCTG110 60420112
[#] &1 AceTa1io 901c 20112

20112 ACCTGI02:200 Hacldock, J
20112 ACCTGT 0205 bruckner, Scrobo
20112 ACCTG)I0-204

20112 ACCTG1 10404

20112 ACCTGIIO®RO1C

10000

The sections must first be activated globally for the Profile in order to be an available option for visits
and appointments. The checkbox on the left column determines whether the course is active or
inactive for ALL Subcenters.

Click the checkbox in the left-hand column to activate the sections or uncheck the checkbox to
deactivate the sections individually. To activate/deactivate all at once click the List Options and
select Activate/Deactivate these.

Center Profile: Redrock Tutoring

General  Group Access  Centers  Tutor | Sechons  Reosons  Prefs
List Optons~ Term: 20112 Q, [new... 1677 sections found A poge i ot 17
kedrack Tutaling chosen
Secton Teimn 1D subicantar Options Teirm Cowmse Ingtuchar
Al ACCTGI02 200 20112 200102 ACCTSI0R-200 Hoddock, J
Bl ACCTGILE 205 20112 20112 ACCTS]10:205 Bruckner, Scrobo
Activatedeactivate this section i ] 20112 ACCTG]10-206
YA ACCTGLI0 604 20112 D 20112 ACCTSI10-404
~— e
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After the sections are activated for the Profile, choose a center from the Subcenter Options menu.

Center Profile: Redrock Tutoring

General  Group Access  Canter  Totorr  Sectons  Recsons  Prefs

List Options» Term:{ 20112 I Q, [new... 1677 sections found A pa;

Bedrack 1-,.-1.:~||m3 choien
|€ubcent&r Options¥

[] & accTcioz 200 20112 &dd these to Redrock Tutoring... ik
[]# acciciio zoszo112
Al ACCTGL10 20620112
AN ACCTCL10 604320112 Find sections not in Redrock Tutaring. .,
Al ACCTG110 901C 20112 Find sections in Redrock Tutoring...

Al ACCTG110 9021 20112
Al ACCTG110 9031 20112
Al ACCTGL11 20120112

Section Term ID | Term Course

el

Rermove these from Redrock Tutoring...

Redroack Tutoring

Al ACCTG111 202 20112 Dermo Learning Center

A ACCTG111 205 20112 Dema Math Center

Al ACCTG111 602 20112 B TT—
emo I

Al ACCTG111 9001 20112 9

A ACCTG113 201 20112 Demo walkin

Al ACCTG113 203 20112 [{im Laarninq Cen,tar

Al ACCTG11% 603 20112 ;

Supplemental Instruction
Al ACCTG113 9001 20112 =
i1 T =1 i m s A e e

Click the checkbox in the middle of the listing to activate the section for this center, or to activate all
at once click the Subcenter Options and select Add these to (Your Center).

Center Profile: Redrock Tutoring

Ganaral Group Accass Cantars Tutors  Sections Recsons  Prafs

20112 MATHIZ?.210
20112 MATHIZS-216

Al MATH139 210 20112
Al MATH139 216 20112

List Options~ Term: 20112 ':‘\ new... 107 sections found <1 Poge 1 of2 >
Demo Mam Center chosen
Sechon Term 10D subcenter Opionsy Term Couse Instructor
Al MATH108 206 20112 20112 MATHIOB.206
Al MATH139 20120112 20112  MATHIZ9-20)
Al MATH139 204 20112 []Activateldeactivate this section for Demo Math Center l
Al MATH139 205 20112 ] 20112 RMATHISS-205

0
O

The section is now an option for visits and appointments in this center.
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Consultant Section Specialties

Consultant specialties are related to sections from the previous term, the specialties need to be
converted for the new term. This process is dependent upon the previous processes.

To Manually activate the Consultant Specialties

Click the Consultants tab. Click Load to display all of the consultant records for this Profile.

In the Consultants profile, click the Section Specialties tab and assign the sections with the new term
for the consultant by checking the checkbox for the appropriate sections. You can locate courses

efficiently by using the Search Field I as well as the wildcard “@” symbol (See Chapter 19:
Tips & Hints - Searches).

Center Profile: Redrock Tutoring

%)

CGeneral Cenfers  Group Access | Tulors | Sections  REeosons  Prefs

Sequence: 872

(Do not show on schedule
Last Mame: Doe Confirmn: L] Bio Next Login [ prefs Mext Login

General info Contact info Subcenters  Certifications | Section Specialfies | Reason Specialties  Messages Doos

First Mame: Jane

Activate/deactivate this section specialty for this consultant.

[ Save Consultant |

[C] Awailable for ALL Specialties on Visit Entry

L} 151 Sections found -
B Ence -
Section Term ID Tifle: Foculty
EMNGIOT1 01 20112 1z First Year Composition Moore, Kenneth

EMG151 200 20112 20112 EMG151-200
MES151 205 20112 20112 EMG151-205

ENGTST 207 F0TTE AT ENGTET-A07
DE[-\GIS'I 208 20112 20112 EMZ151-208
DE[-\GIS'I 207 20112 20112 EMIZ151-20%
DE[-\GIS'I 21020112 20112 EMZ151-210
DE[-\GIS'I 211 20112 20112 EMZ151-211
DE[-\GIS'I 212 20112 20112 EMZ151-212
DE[-\GIS'I 21520112 20112 EMIZ151-215
DE[-\GIS'I 214 20112 20112 EMZ151-214 -

[ Delete Consultant

Click Save Consultant to save the additional settings for this consultant record.
Click Return to List when you have completed entering a consultant to return to the list of consultant

records for this Profile.

Center Profile: Redrock Tutoring

]

General Cenfers  Grouvp Access | Tutors | Sections  Reasons  Prefs
@
Sequence: 872
First Name: Jane [ Do not show on sehedule i

Last Mame: Doe

General info  Contact info

Subcenters

Confirrm: [ Bio Next Login

Certifications | Section Specialfies

Reazon Specialties

[ prefs Mext Login

Messages  Docs
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Copy Specialties Utility

The Copy Specialties Utility allows you to copy the same sections from one term to another.

The Copy Specialties option is found in the Utilities and Preferences. Select the Custom Utility Tab
and click on Copy Specialties.

The Copy Specialties Utility allows you to specify some options. Specify which term the specialties are
copied from and to which term they are copied. Choose whether the previous tutor specialties are
removed or are left as tutor specialties. Select if the Copy Specialties Utility will be run for all tutors
from all centers, for all tutors from a specific center, or for just a specific tutor. Click Execute to run
the Utility.

Batch Utilities %]
Batch ufilities allow you to perform searches, data changes and various other operations on a selection of records. Many of

these operations can not be vndone so do not activate a destructive process if you are unsure of the results.

There are 25 Center records for processing.
Custom Uity | System Prefs Advonced Prefs LDAPTocl Email Tool  Auvtomoted Events

Engine: 20121127 Common: 20120706 Layout: 20120920
Student: 20120914 Wisit: 20120926 Utility: 20120419

Choose a utility category and then a parficular process.

Standard -

Session Trace ON *
Session Trace OFF
Campus Custom Utilities

IChoose a center [or ALL) to copy specialties from term to term for all

Confirm Student Bio consultants in that center.
Link Consultants to Surveys From Term: 201203 To Term: 201301
Merge by ID = DCe:rExisﬁng Specialties

Merge by Sequence )
Reset Center Staius { Missed ﬁ_lhci:ose ? [primary] center to copy specs for all consultants related to
at center.

Hesend Appt Confirmations

7| Consultant/Center: All -
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Section Groups

Section Groups can be created for Consultants to conveniently classify a group of section specialties. If
a Consultant, for example, specializes in all subjects available at a subcenter, but wants to create an
availability or session strictly for Math sections, we can create a section Group for this Consultant to
more conveniently create the correct availability.

Creating a Section Group

To create a section group, first navigate to the Sections tab of your Center Profile. Hover over the
search glass on the right side of the Trac Navigation bar (top left corner of main menu) and select
Center Profiles. Select the appropriate Center Profile and navigate to the Sections Tab.

From your Center Profile: sections tab, click List Options and choose to Switch to Section Groups.

Center Profile: Redrock Tutoring

General Cenfers Group Access  Tutors Reasons Prefs

2Ir ; 14681 sections found e

Noes] remi & 1y
List Al Tutoring chosen =
Activate these... Subcenter Options+ Term Course Instructor

[#]. Deactivate these... Fl 20112 Fundamentals of Financial Accounting Bruckner, Scrobo

O] 20112 ACCTC110-206

o O 20112 ACCTC 1 10-604 Chavez, Jim

Subcenter Activation... ] 20112 ACCTG110-701C BURESH, SCOTT

Fl 20112 ACCTE110-5021 Chawvez, Jim

- - I:‘ 20112 ACCTS110-7031 Chawez, Jim

| Switch to getion Groups... | W 20112 ACCTET 11201

[v] &l AccTE111 502 20112 ] 20112 ACCTG111-202

ACCTG111 205 20112 I:‘ 20112 ACCTG111-208

ACCTG111 602 20112 I:l 20112 ACCTE111-802

m ACCTG111 9001 20112 |_| 20112 ACCTS111-F001

Now click List Options and select New Section Group.

Center Profile: Redrock Tutoring £3
General Cenfers Group Access  Tutors | Seclions | Feaosons  Prefs
@
ER L=t Options» I I— 1718 sections found -
p Term: @ A roge_1 cflO M
List Al ities chosen =
Rename Algebra-Hulsection Group Options~ Term Course Instructor
4New Section ntuup | 0
4 Delete Algeby_Humanities -
i o
4 0 Yarr
4 Switch to Center Sections... a
e — — 0
Biol 201.002 F 2100
BIOL-117 I:‘ 0 ntro o Human Biclogy BURESH, 3C0TT
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Enter the name of your new Section Group and click OK.

Enter the name of the new section group:
JaneDoe - Math

oK | | cancel

Creating a new section group will automatically select your Section group by default. To select your
Section group, click Section Group Options and choose your Section Group.

List Options  Tgorm; | Q |&| 1ot smetensoune MApoge 1 oiv P -

JaneDoe - Math chosen

Secfion T 1D fler i Instrector
on ferm | Section Group Options» | m oursE -
All ACCTG110 205 20112 Add these to JaneDoe - Math... hooounting  Bruckner, Scrobo
ACCTG110 206 20112
ACCTG110 604 20112 Remove these from Janeloe - Math... Chavez, Jim
ACCTG110 901C 20112 Find sections not in JaneCoe - Math... BURESH, 5C0OTT
ACCTG110 9021 20112 Find gections in JaneDoe - Math... Chavez, Jim
ACCTG110 9021 20112 Chavez, Jim
ACCTG111 201 20112
All ACCTG111 202 20112 Algebra-Humanities

ACCTG111 205 20112
ACCTG111 602 20112

ACCTG111 9001 20112  ECOM ITAL
ACCTG1132 201 20112
ACCTC113 2032 20112
ACCTG113 602 20112 JaneDoe - Matfy Matheson, Nei

ACCTG113 0001 20112  Math Section Grbup
ACCTG116 200 20112 . .
ACCTG117 201 20112 Test This Section Group
ACCTG120 600 20112 testing (rockland)

ACCTG123 201 20112 |l 0112 ACCTE123-201

=

All Math

jane doe test section group

The system will then notify you of your selection just above the Section Group Options menu.

List Options™  Torm: | Q |&| [#81 smetionsoune Arage _1 ofz -

I JaneDoe - Math chosen I

Section Term ID fon Group Options® Term Course Instructor

Al ACCTG110 205 20112 |:| 20112 Fundamentals of Financial Accountfing  Bruckner, Scrobo
ACCTG110 206 20112 |:| 20112 ACCTSI10-2048
ACCTG110 604 20112 |:| 20112 ACCTS110-604 Chavez, Jim
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At this point, we need to assign or add sections to our newly created Section Group. You can manually
browse through the list of sections and activate sections by clicking on the center checkbox, or we can
perform a search to expedite the process. For this example, we will search for all Math sections. Enter
the term “MAT@” (the wildcard @ symbol will include all sections beginning with the term MAT - (See

Chapter 19: Tips and Hints - Search for more detail) into the Search field I and hit Enter or
Return to perform the search.

Center Profile: Redrock Tutoring %]
General Cenfers Group Access Tutors | Seclions | Reosons Prefs
@
List Optionsv . 1681 sections found -
P Term: MAT@ O AFoge 1 ois P
IJuneDoe - Math chosen I =
Section Term ID Section Group Options~ Term Couwrse Instructor 3
All ACCTG110 205 201172 D 20112 Fundomentals of Financial Accounting  Bruckner. Scrobo
ACCTG110 206 20112 Ll 20112 ACCTG110-206
ACCTCAIN A0A 014D L3 20119 ACCTC) 10404 Chaver Jim

After the search has been performed, a list of matching courses displays underneath. Click the
checkbox to the right of each section to add the corresponding course to your Section Group. To add
ALL 108 Math sections found (of 1681 total sections), click Section Group Options > Add these to
JaneDoe - Math.

Center Profile: Redrock Tutoring 3
General Cenfers  Group Access  Tutors | Sechlions  Reocsons  Prefs
@
List Options~ Term: I— it
JaneDoe - Math chosen
Secfion Term ID Term Course Instructor

|Secti0n Group Options» I

m

MAT1i50 01 20112
MATH108 206 20112

IAdd these to JaneDoe - Math...

MATH139 201 20112
MATH139 204 20112
MATH129 205 20112

MATH139 210 20112
MATHAZO 345 30447

Remove these from JaneDoe - Malfﬁ...
Find sections not in JaneDoe - Math...

Find sections in JaneDoe - Math...
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After clicking Add these to JaneDoe - Math, the 108 sections found in our search are now added to the
JaneDoe - Math Section Group.

Center Profile: Redrock Tutoring %

General Cenfers  Group Access  Tutors | Secflions  Reasons  Prefs

List Options~ Term: I q | new... | 108 sections found =

I JaneDoe - Math chosen I

Secfion T D T C Instructor
n fem Section Group Optionsy sm ourse nsiue

m

MAT150 01 20112
MATH103 206 20112
MATH139 201 20112
MATH129 204 201132
MATH139 205 20112
MATH139 210 20112
MATH129 216 20112
MATH129 217 20112
MATH139 601 20112
MATH129 603 20112
MATH139 606 20112
MATH139 9001 20112
MATH139 90171 20112
MATH129 9021 20112
MATH141 203 20112
MATH141 205 20112
MATH141 206 20112
MATH141 207 20112
MATH141 208 20112
MATH141 209 20112
MATH141 215 20112
MATH141 213 20112
MATH141 220 20112
MATH141 602 20112
MATHIAd AN PNAAD

20112 College Algebea
0112 MATHI108-206
012 MATHIZ2-201
0012 MATHIZ9-204
012 MATHI139-205
20m12 MATH132-210
0112 MATHIZ2-214
0112 MATHIZR-217
012 MATHI32-601 Haddock, J
0012 MATH139-503
012 MATH139-605
012 MATH1Z2-900
a0mz2 MATHIZ2-201
0112 MATH138-902
012 MATH141-203
0112 MATHT41-205
0012 MATHT41-205
012 MATHT41-207
a0mz2 MATH141-208
0112 MATHT41-209
012 MATHI41-215
012 MATHI41-218
0012 MATHT41-220
012 MATHT41-602
mnne PAATHT4T-AMA

ER RO EEEG
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Now if Jane wants to create an Availability specifically for Math, she can do so simply by selecting her

Section Group in the Subject field.

Single Person Availability
Center: Demo Learmning Center -

Max: 1 students.

Date From:|03/05/20135% To:|03/05/2013
From: 8:30a @ To: 1:30p @

Days: TUE

Divide info Slots (HH:MM): 00:06)
Breaks of (HH:MM): 00:00)

Autobook: None -

Clallow option to book weskly,
defoult: Checked -

3

is Availability2

| Subiect: |

Reason:

DSpIH into sepa

o ]

Sections:
ACCTG110 Fundamentals of
205 20112 Financial Accounting
ENG101 01  First Year

20112 Composition
Section Groups:
Algebra-Humanities

All Math

ECON ITAL

jane doe test section group
JaneDoe - Math

BA =t T meioe crn
l Save

Now, only students enrolled in Math courses will be able to book appointments for this availability.
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Chapter 6: Reasons

Students can be required to select a reason for their visit to the center. You can create any reason you
need, and use those reasons to view why students are visiting your center.

The Center Profile Reasons allow you to set up which reasons will be available for appointments and

visits. Reasons can be assigned to individual subcenters in your profile.

Reasons are contained within your Center Profiles, so hover over the search glass icon on the right

Creating a Reason

hand side of the Trac Navigation bar (top left corner of Main Menu) and choose Center Profiles. Click

on your Center Profile.

List Options~

Reasocn

DCareer Counseling
DCIassl Clinical, Study

Dclinical
Consultation
DCDnvarsation Group

DEL Service Learning
Essag

Exl:ra Hel
General Advising
General Tutoring

DGeneral Writing
Homework

Y .

Center Profile: Redrock Tutoring

General Cenfers  Group Access  Tutors  Sections Frafs

41 reasons found

Redrock Tutoring chosen

Subcent
Subcenter Options~ ubeemers

Staff
Cnly

Demc Leaming Center,

Dema Testing Center,

Testing Cenfer, |

Testing Cenfer, TEETING Center,

OO0 000000000 O

Demc Math Center, Demo Testing Center, | |

Demo Math Center, Demo Testing Center, |, ||

Demc Leaming Center, Demao Math Center, Demao

Demc Leaming Center, Demao Math Center, Demao

m

&3

Navigate to the Reasons tab and click on the Create New

button.

List Options~

Reason

DCareer Counseling

CGeneral  Cenfers Group Access

—=

Center Profile: Redrock Tutoring

Tutors  Sections  Reasons | Prefs

&1 reasons found

A creaqi'}new

Redrock Tutering chosen

Subcenters
Subcenter Options~

O
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In the pop up window that appears, enter a reason and click Add to create a Reason.

— Enter the reason to add to this center's list of

redscns.

General Advising

l Add | l Cancel

Your newly created Reason will then display in a List within your Reasons Tab.

Center Profile: Redrock Tutoring
General Cenfers Group Access  Tutors  Sections Prafs

List Options~ I _)‘ - 40 reasons found |-

Redrock Tutoring chosen
Reason Subcenters

Subcenter Options~
D Career Counseling
Staff

Only Dema Math Center, Demo Testing Cenfer, |,

m

|:|EIE|55l Clinical, Study
D Clinical

Consultation

D Conwversation Group

D EL Service Learning
Essay

Extra Help

Dema Math Center, Demo Tesfing Cenfer, |, |

Demao Leaming Center,

Demc Testing Center, —

Demo Leaming Center, Dema Math Cenfer, Dema

Testing Center, |

General Advising
Demo Leaming Center, Demao Math Cenfer, Dema

M‘ Testing Cen'ef‘_EST Mz Center,

D General Writing

Homework

OO0 00 0 00000 O O

Demc Leaming Center,

You can also create Multiple Reasons at once by selecting List Options > Create multiple...

HIILiEI: Dptinngrl I -1\. - &0 reazons found

List all -
Activate these... Subcenter Options Subcenters
[]: Deactivate these...
= Staff
DI Create multiple... C'?‘r' Demo Math Center, Demo Testing Center, |,
Clinical Dema Math Center, Demo Tesfing Center, |, .
Liimical =]
Consultation D Demo Leaming Center,

m
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In the Enter Reasons window that appears, you can enter multiple reasons at once by separating each
reason with an Enter or Return character. Click Add to save your reasons.

X

I%- — Enter the reasons to add fo this center’s list
i ! of reasons:
&
“\._r A General Advising

— General Tutoring

Supplemental Instruction
Add [ Cancel

Assigning Reasons to a Subcenter

Once our Reasons have been created, we can “add” Reasons to your Subcenters individually. For this
next example, let’s say we have a Reason and a Subcenter - General Advising and the Advising Center.
We would like the General Advising reason to be available in the Advising Center.

We can add the Reason to a center by first choosing a Subcenter through the Subcenter Options drop
down menu. For the General Advising Reason, we would choose the Advising Center.

Reason I Subcenter Optionsy I Subcenters
[]career Counseling 2dd these to Redrock Tutoring...
[class, cClinical, Study Remove these from Redrock b Math Center, Demo Testing Center, ., =
[ clinical Find reasons not in Redrock 5 Math Center, Demo Testing Center, _,
Eunsultation Find reascns in Redrock p Leaming Center,
D Conversation Group -
D EL Service Learning
Essay Redrock Tutering o Testing Center,
b L i r, Du Miaf fer, O
Exctra Hel Demo Learning Center ; gz:‘_l:ﬁCenre emo Math Center, Demo
General Advising Demo Math Center
. o Leaming Center, Demo Maoth Cenfer, Demo
v i -
[¥] General Tutoring Dremo Testing Center |3 Center, TESTING Certer,
DGenerEIWriting Demo Walkin
Homework Supplemental Instruction o Leaming Center,
D math
I:l No Show WLDC emental Instruction, Dermo Math Center, |
Online Session TESTING Center b Leaming Center,
Peer Study Group |D-em|:|- Advising Center I, Math Center. Demc Leaming Cenfer,
D Phone Session g b,
m Prep Hours |—| '-.f:h:{k Dema Math Center.
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After we have selected the Advising Center, the system notifies us above the Subcenter Options.

List Options» I _)‘ - &0 reasons found :

I Demo Advising Center chosen

: Subcent
=asen Subcenter Options~ vbcoenters

D Career Counseling
Staff
D Class, Clinical, Study C-cr’y Dema Math Center, Demo Testing Center, , =

I:‘ Clinical
Consultation

Demo Math Center, Demo Testing Center. |, |

HEEEEN

Demo Leaming Center.

At this point we have two checkboxes beside each Reason, one to the left and one to the right (in the
center of the window). The checkbox on the left side determines whether or not the Reason is active
on a global level (for all Subcenters). The checkbox on the right determines whether or not the reason
is active for the selected Subcenter (above). Make sure the checkbox on the left of the Reason
“General Advising” is active.

|i| Essay Demo Testing Center, —
Demo Leaming Center, Demo Math Center, Demo
Extra Help . . <
Testing Cenfer, ,

.E eneral Advising
Demo Leaming Center, Demo Math Center, Demo

7 -
General Tutorin Testing Cenfer, TEETING Center,

OO0O0O0

I:l General Writin

Because we want to activate the General Advising Reason for the Advising Center, make sure the
Advising Center has been chosen, and then activate the checkbox on the right to add the Reason to the
Subcenter.

I Demo Advising Cenfer chosen I

: Subcent
Easen Subcenter Options~ vbcenters

|:| Career Counseling
Staff

Demao Math Center. Demo Testing Center, . |
Oty

m

I:l Class, Clinical, Study
|:| Clinical

Consultation

|:| Conversation Group

I:l EL Service Learning
Essay

Extra Help

Demo Math Center, Demo Testing Center, ., .
Demo Leaming Center,

Demo Testing Center, —
Demao Leaming Center, Demo Math Center, Demo

Testing Cenfer, |

General Advising
Demao Leaming Center, Demo Math Center, Demo
Testing Cenfer, TEETING Center,

ﬂ O O0OO00 O O

General Tutoring
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Now when the list of Reasons refreshes, the General Advising Reason shows a Subcenter Assignment to
the Advising Center.

I:lCareer Counseling I:‘
Staff

[class, Clinical, Study F ;:I',.r Demo Math Center, Demo Tesfing Center, |, =
|:| Clinical D Demo Math Center, Demo Testing Centar, . |, ,
Consultation D Demo Leaming Center,
DConversation Group I:‘
I:lEL Service Learning I:‘
Essay D Diemc Testing Center,

Diemc Leaming Center, Demao Math Center, Demao
v p -
Extra Hel I:‘ esting Cenfer, |
General Advising F | Deme Advising Center, |

Ciemo Leaming Center, Demao Math Center, Demao
v ing - -
R I:‘ esting Center, TESTING Center,
I:lGeneral Writing I:‘
Homework D Demc Leaming Center,
[N math FI
I:l No Show D Work  Supplemental Instruction, Demc Math Center, |

Online Session Demo Leaming Center,

(Keep in mind that in the last screenshot, the checkbox on the right is deactivated as the Subcenter
selection has since changed)

Subcenter Options

Adding Reasons to Subcenters can be done individually as shown through the process detailed above.
Reasons can be added to multiple Subcenters simply by repeating the process for different Subcenters.
There are several tools, however, under your Subcenter Options that allow some convenient shortcuts
to be utilized.

Subcenter Optionsr

Add these to Demo Adwvising
Remove these from Demo
Find reasons not in Demo

Find reasons in Demo Advising

Add These To: The Add These To function will add ALL reasons to the selected Subcenter.

Remove These From: The Remove These From function will remove ALL reasons from the selected
Subcenter.

Find Reasons Not in: The Find Reasons Not in function will find ALL reasons not assigned to the
selected Subcenter.

Find Reasons in: The Find Reasons in function will find ALL reasons that ARE assigned to the selected
Subcenter.
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Editing a Reason

When you click on a reason name you can edit the reason and a series of preferences.

Center Profile: Redrock Tutoring %]
General Cenfers  Group Access  Tutors  Sectfions Prafs

ID: 49
Reoson: General Tutoring
Active: [
is Work Reason: L] [{Consultants Only)
is Staff Reasen: [] Guick Visits & Log-Ins by Staff
Tip:

Do MOT SHOW for Appaintments
Do NOT SHOW for Login/Out Process

Auto logout after: B0 minutes, do not wait full time.

Notify when student still logged in after: 0 minutes, snocze time: 0 minutes
¥| And send email to:

Recommended durafion: 0 minutes

Save Reason Delete Reason

Is Staff Reason:

Do NOT SHOW for Appointments
Activating this preference will proceed to NOT display the selected reason in the Schedule - specifically
in Appointment Entries.

Do NOT SHOW for Login/Out process
Activating this preference will proceed to NOT display the selected reason during the Login

Notify when student still logged in after __ minutes

The “Notify when student still logged in after ___ minutes” preference is an especially useful tool for
Testing centers. Here you can set a warning symbol to show up for a student that has been in a center
for the allotted amount of time given for the test, which would then notify whomever is watching the
log listing screen that their time is up for the test.

Snooze time = __ minutes.
The snooze feature correlates with the warning, allowing you to turn off that alert for a few moments.
This way, you can set up reminders that the student’s time is almost up.

Recommended duration = ___ minutes

Recommended Duration is a setting that is used when creating an appointment. A student will not be
allowed to schedule an appointment for a reason whose recommended time is longer than the allotted
time for their appointment. If they try to, a warning alert will flash telling them that they will need
more time available than what they are trying to schedule for that visit reason.

Auto logout after (__) minutes
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The Auto logout feature allows you to set a maximum or default time for any visit that is logged in for
that specific visit reason. This means that the Log listing screen will watch that visit (based on Reason
selection), and once it reaches the max time indicated on the Auto Logout, it will automatically log a
student out of the center, concluding their visit for that session.

If the “minutes” field to the right of “Auto Logout after” is filled in, any student that logs in with this
visit reason will automatically be logged out of the center, with the auto logout time being set as their
visit time for their visit. This option is useful especially for Sl visits, Workshops, and Orientations,
where the student will be logging in, but will not be returning to logout.

Do not wait full time
This preference, if activated, will not wait the full time to run the Auto-logout process, and
consequently will log students out before the full set time has expired.

Work Reasons

Work Reasons can be utilized to track Payroll hours for Consultants. Consultants can log in and out of
your centers in the same fashion as students do with the exception of using a different type of Reason.
“Work” Reasons will not display for students, and “Work” Visits will by default be remain hidden on the
Log Listing. Work Reasons can be an effective way to track, record, or confirm your Staff’s payroll
hours.

Center Profile: Redrock Tutoring %

Genarg Centers Group Accesz  Tulors  Secfions  Reasons  Prefs

ID: 104

Reason: Work
Active: ¥
is Work Reason: [¥| (Consultants Only)
is Staff Reason: [ Quick Visits & Leg-Ins by Staff
Tip:

Do MOT SHOW for Appeointments
Do MOT SHOW for Login/Qut Process

Auto logout after: } minutes, do not wait full fime.

Motify when student still logged in after: 0 minutes, snooze time: 0 minutes
¥ And send email to:

Recommended duration: 0 minutes

Save Reason Delete Reason
A A
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Creating a Work Reason

In the process of editing a reason (you may want to create a reason named “Work” or something along
those lines) there is a preference, as shown in the screenshot above, entitled “is Work Reason”
(Consultants only). If this preference is activated, Consultants will be able to log in using this reason.
However, as students are the only group in the system that are allowed to log in, an important step in
the process of logging work visits is to connect a Consultant account to a student account. To do this,
we will navigate to the Consultant Profile. Hover over the Search Glass on the right side of the Trac
Navigation bar and select Center Profile. Choose your Center Profile and navigate to the Consultants
(or Tutors/Advisors depending on the label that you define) tab. Here we can click on a Consultants
Name to access their profile.

Center Profile: Redrock Tutoring % |
Senerg Centers Group Access Sactfions Reaoscns Prefs
@
Sequence: §72
First Mame:|Jane Do not show on schedule
Last Mame:|Doe Confirm: [l Bio Mext Login Prefs Mext Login
General info Bubcenters Cerlifications 3ection 3pecialies Reascn Specialfies Messages Doos
Address:
City, Stote Zip:
Email:
Phone: |B55-555-5555 Cell Phone:
Work Phone: Other Phone:
MNotes 2
A
Student ID:[0 Q|
[ Save Consultant | Available for ALL Specialties on Visit Entry Delete Consultant

In the Consultant’s profile, navigate to the Contact Info tab. The Student ID field towards the bottom
of the window determines whether or not this Consultant profile will be linked to a student profile. If
the Consultant already has a Student Profile created, simply type their ID number or you can perform a
search by entering last name, first name.

160



Student ID:|doe, jane Q |

RO88556677 Jans Dos
RO0O0012389 Jane Doe
RO00002323 Jons Dos
RO00123456 Jane Dos
R123454321 Jons Dos
RO0D0532553 jans dos

m

1

fufors info

[ Save Consuitant ] [l Available for ALL Specialties on Visit Entry [ Delete Consultant ]

R0O99900094 Jane Doe i s

m

bazed on this = |5

1

Click on the ID number of the appropriate student record to connect the two profiles.

Student ID:[doe, jane Q

R0O00232323 Jane Doe -
R099900094 Jans Cos
R088556677 Jans Dos
[RO00012389 9 Jane Doe
ROOOO0A 2= Jane Doe
R000123456 Jons Dos
R123454321 Jone Doe
R0O00532553 jans doe

m

bozed on this -

[ Save Consultant ] ] Avvailable for ALL Specialtiss on Visit Entry

Center Profile: Redrock Tutoring

Genegral Centers Group Access | Tutors | 3ecfions  Reascons  Frefs

Sequence: §72 | Retwrn to List |
First Name:|Jane [ Do not show on scheduls
Last Mame:|Doe Confirm: [l Bie Next Login [ Prefs Next Login

Generalinfo | Contact Info | Subcenters Cerfifications  Section Specialtiez  Reason Specialties Messages Dosos

Address:
City, State Zip:
Ermnail:
Fheone: |5A5-555-5555 Cell Phone:
Work Phone: Other Phone:

Notes 2

Student |D:J12339 Q

ane Doe
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Now when Jane logs in as a Consultant, she has the option to “Switch to Student Profile”.

T'ﬂ"" ”ﬂ\':ﬂﬂ"io n"‘
Main Menu *

Log listing Q
Schedule
Reports
s Enter KIOSK... rablet
E My Prefs

SAGE Management...

SurveyTrac Management...
Whiteboard Management...
Utilities and Prefs...
Confirm Bio...

User Guide

FAC

TutorTrac.com

Request Support

Switch to Student ﬁroﬁle...
Exit

If Jane wanted to log some work hours, she could enter her ID or last name, first name into the Log
Student window to log in.

Log Student:
Enter StedentlD and click retumfenter on keyboard

Student D:|'|2389

Now when Jane logs in, she can select both the Work subject and Work Reason, as her Consultant
account has been linked to her Student account.

162



Choose A Reason

Jane,
Flease choose a reason and subject for the visit:

Select a Subject: Select a Visit Reason:
ECON195900T 20112 ECON195-900T +| |Consultation o
ACCTG110 205 20112 Fundamentals of Financial Accounting Extra Help
ACCTG111 202 20112 ACCTG111-202 General Tutoring
CIS106 200 20112 CI5106-200 Homework
Oniine Session
Peer Study Group
Research
Tutor Work Siin On

‘ Continue ‘
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Chapter 7: Consultant Records

Consultants represent an essential Group of Users for all Trac systems. Consultants are typically Tutors
and Advisors, but a Consultant can represent any Group that meets or consults with Students.
Consultants, like Students, must be assigned Profiles within your Trac System in orded to fully utilize
certain functions; for example, access to the Schedule. The only group that is required to have a
Schedule is the Consultant Group, or in other words, in order for a User to have their own Schedule,
they must be a part of the Consultant Group.

Consultant Profiles, unlike Student Profiles or Faculty Profiles, are not contained in a List or Listing.
Consultants are uniquely organized within the Center Profile. There are a few steps we will need to
take to begin to setup Consultant Profiles.

Term for “Consultants”

First, Consultants are able to be defined by the term of your choice. As examples, typically with
TutorTrac profiles, Consultants are named Tutors, and for AdvisorTrac profiles, Consultants are named
Advisors. To define this classification we will need to navigate to your Center Profile.

To get to your Center Profiles, hover over the Search Glass on the right side of your Trac Navigation
bar (upper left corner of Main Menu). Select Center Profiles and click on your Center Profile.

Trac Navigati students
Wisits

Registrations
Documents

Faculty

Center Profiles
Il

Resources® |

Appointments
Fotential Assignments
Grade Groups
Workshops

Sections

The first tab selected in your Center Profile window will be the General Tab. Located underneath the
Contact fields is the preference “Name for Consultants”.
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Center Profile: Redrock Tutoring X
Centers Group Access  Tutors  Sections Reasons  Preefs

Sequence: 000045 E]
Center Profile Name: Redrock Tutoring
Profile: TutorTrac - Deactivated

Profile Activation Code: BEDBBAFFJTTRTTUPPL

Contact Mame: Demo TT Admin
Contact Email: support@go-redrock.com
Contact Phone: 480-762-8533

Mame for Cu:ursuliqnis:| Tutors

Default Group for
Consultants: Consultant

Display this primary center as a choice along with subcenters

Primary Group: Demo Leaming Center Administrator =

—

[ Save

S—

Underneath the Name for Consultants field is the “Default Group for Consultants” preference. Here we
must define the default Group which Consultants are assigned to.

Creating Consultant Profiles

Now that we’ve defined the Term and Group for your Consultants, we are able to create individual
Consultant Profiles. To do so, we must navigate to the Consultants Tab of your Center Profile.

To get to the Consultants Tab of your Center Profile, hover over the Search Glass on the right side of
your Trac Navigation bar (upper left corner of Main Menu). Select Center Profiles and click on your
Center Profile. Navigate to the Consultants Tab three tabs to the right of the General Tab selected by
default. Keep in mind that the name of this Tab will change if you have changed the Name for
Consultants preference previously mentioned (i.e. Tutors, Advisors)

Click on List Options, then select Create New.
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Center Profile: Redrock Tutoring % |

CGeneral  Cenfers  Group Access Sections Reasons Prefs

List Options~ Subcenters~ Reports~ 0 censultants found

List All... Primary Center & Other Centers
Search...
Send Note...

Print Specialties...

Create New... Y!-IT']
Add from other center...
Flag All to Confirm Prefs...

Show these students...

The first tab selected in the new Consultant Record is the General Info Tab. Here we can enter
information regarding Contact info, Section Specialties, Certifications, or any relevant information for
our Consultants. First, let’s enter a First Name and Last Name.

Center Profile: Redrock Tutoring %
General Centers  Group Ancess Sections Reasons  Prefs
@
Sequence:
First Mame:| John [Cl Do not show on schedule
Last Mame:| Doe Cenfirm: L] Bio Mext Login [ prefs Mext Login

General info | Contact Info  Subcenters  Cerifications  Section 3pecialties Reason Specialties  Meszoges Docs

Group Privileges: Consultant v  [Oschedule Tak: EditAll v
Classification: Maillbox:
Location: Hour Rate: 0 Discount: 0
Disc Fund:
Legin / Pass: Eligibility: 00/00/00
Aligs:

Hired / Terminated: 00/00/00 00/00/00

Motes:

| Save Consuitant | [ Available for ALL Specialties on Visit Entry | Delete Consultant |
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From the Group Privileges drop down menu, select the Group your Consultant will be assigned to. The
Group you select will define the set of Privileges assigned to your Consultant.

Center Profile: Redrock Tutoring %]

Genercl Cenfers Group Access | Tutors | Sections Reasons  Prefs

Sequence: 874
First Mame: John [ Do not show on scheduls
Last Mame: Doe Cenfirrn: [C] Bio Mext Login [Tl Prefs Mext Login

Contact Info  Subcenters Cerfificafions  Secfion Specialties Reason Specialties Messaoges Docs

v | Mschedule Tab:  EditAll -

General info

Group Privileges: Consultant

Classification:

Maillbox:

Location: Hour Rate: 0 Discount: 0
Disc Fund:

Login / Pass: (il ll ] Eligibility: 00/00/00

m

If your Consultant needs to be further classified, you can use the Classification field to further Group
your Consultants (i.e. Assigned Advisor, Professional Tutor).

Sequence: 374
First Mame: John [ Do not show on sche

Last Mame: Doe Confirm: [ Bio Mext Lo

General info | Contact Info  Subcenters  Cerificafions  Secfion Specialties

-

Group Privileges: Consultant

Classification: EI Mailloo:

Location: | pgrt-time  « Hour Rate:

Disc Fund:

Login [ Pass: bt Eligikbility:

-

dereras

Hired [ Terminated: 00/00/00 00/00/00

The location field can designate a sort of “home” location or a common meeting area for your
Consultant. Both Location and Classification can be displayed on your Consultant Schedule for users’
reference as they book appointments (see Chapter 3: Setup - Prefs - Scheduling section).
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Sequence: 874
First Mame: John [ Do not show on sche
Last Hame: Doe Confirm: | Bio Next Log

Generalinfo | Contact Infe  Subcenters Cerifications  Secfion Specialties

Group Privileges: Consultant -

Classification: Fulime MMuailoox:

EI Hour Rate:
mn Cisc Fund:

Login / pass: S * || i
Hall igibility:

Library
Student Center

&

Hired / Termintrem sorooros ~ J0/00/00

After you have filled out all relevant information, click “Save Consultant” to Create the Consultant
Record.

Click on the Contact Info Tab. Here we can enter some basic contact information for your Consultant.

Center Profile: Redrock Tutoring %
General Cenfers  Group Access | Tubors | Sections  Reasons  Prefs
Sequence: 874
First Mame: John [ Do not show en schedule
Last Mame: Doe Confirm: [C] Bio Mext Login [ prefs Mext Login

General info | Confoct Info | Subcenters  Cerfifications  Section Speciclties  Reason Specialties  Messaoges Docs

Address:
City, State Zip: .
Email:
Phone: Cell Phone:
Waork Phone: Other Phone:

Motes 2-

Student D:ID Q,

| Save Consultant | [Tl Awailable for ALL Specialties on Visit Eniry | Delete Consuitant
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The “Student ID” field towards the bottom of the Contact Info Tab allows a Consultant Profile to be
linked to a Student Profile. This is useful for several reasons. First, a Consultant who is both Consultant
and Student can consolidate their accounts and only login using one username and one password.
Second, a Consultant who is both a Consultant and a Student can differentiate the roles of each
account and access unique functions of each role. Third, for a Consultant to login for a Work Reason
(See Chapter 6: Reasons - Work Reasons) they must have a linked Student Account to be able to record
a Visit. To link a Consultant Profile to a Student profile simply type in a Name or ID to begin a Live
search (last, first for names), and click on the Student’s Profile when found.

Subcenter Assignment

Click on the Subcenters Tab. Assign Subcenters for your Consultants by clicking the blue dropdown
arrow and selecting the appropriate subcenter(s).

Center Profile: Redrock Tutoring %
General Cenfers  Group Access | Tulors | Sections  Reasons  Prefs
@

Sequence: §74

First Marne: John [ Do not show on schedule

Last Mome: Doe Confirrn: L] Bio Mesxt Login [ prefs Mext Login
Ceneral info  Contact info Certifications  Section Specialties  Reason Speciolfies  Messoges Doos
Subcenters: EI

Demo Leaming Center I8

Demo Math Center
Demo Testing Center
Demo Walkin

Redrock Tutoring
Supplemental Instruction
TESTING Center

WLDC

l Save Consultant | DFw::iableforALLSﬂeci:&l’rieso*u\-‘isi'Enir}f [ Delete Consultant |

Assigning Subcenters to a Consultant is essential in providing them the access that they need. Select a
Subcenter from the List by to assign this Consultant to a Subcenter.

Click on the Certifications Tab. Any type of Certification can be created and recorded here for
reference purposes. Click “Create New” to create a New Certification.
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Center Profile: Redrock Tutoring

General Cenfers Group Access  Tuters | Sections  Reasons  Prefs

Sequence: 874

First Mame: John [ Do not show on schedule
Last Mame: Doe Confirm: ] Bio Next Login [Tl Prefs Mext Login

General info  Contactinfe  Subcenters | Cerificalions | Section Specialfies Reoson Specialties  Messages Docs

0 cesdifications found

Date Houwrs Type Description Renewal

3

Section Specialties

TutorTrac Profile: Click on the Section Specialties Tab. Assign Sections as Specialties for this
Consultant by checking the checkbox for the appropriate sections.

Center Profile: Redrock Tutoring

CGenercl Cenfers Group Access  Tulors | Sections REeasons  Prefs

Sequence: §74
First Mame: John [l Do net show on schedule
Last Mame: Doe Cenfirm: L] Bio Next Login [ Prefs Mext Login

Senercl infc  Conftactinfo Subcenters Certifications | Seclion Specialfies | Reason Specialties  Messages Docs

|| 0«. |;| find sel | | select | deselect | ‘ 189 Sections faund |:|
Section Term ID Title Faculty M

DAC‘DAIEI 350 20112 2012 ACDATS1-350

|:| BADMI55 203 20112 20112 BADMI155-203

I:l BADMI1SE 202 20112 o0z BADNI55-7021

DCHIL:IDIECI 400 20112 0oz CHILDD1 50-400

DCHIL:’D]E2 202 20112 2012 CHILDD1 52-202

DCHILDD]EQ 350212 20112 CHILDDN 52-350

I:l':HIL:)D] 54 2004 20112 o0z CHILDD 5462004

DCHIL:IDIES 200 20112 0oz CHILDD1 58-200

DCIS'ISQQC':I 2012 2012 CIE150-200

D':IS'ISQ-SCI o0z 20112 CIS150-601

I:l':IS'ISSQC'J oz o0z CIE153-200

DCIS'ISSQCE aonz 0oz CIE153-202 -

| Save Consultant | [C] Awvailable for ALL Specialties on Visit Entry | Delete Consultant
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You can use the Search field I to narrow your search. Clicking on the ' 2l button will load

ALL sections. Clicking on the find el | hytton will only display the sections the Consultant currently
specializes in. If, as an example, you are looking to assign all English sections to a Consultant as
specialties, enter “ENG@” in the Search field to include all courses that begin with “ENG”. After

performing the search and finding your selection of English courses, click on the ' select | putton to
assign these courses to the Consultant as specialties.

Sequence: 872
First Mame: Jane [Tl Do not show on schedule
Last Mame: Doe Confirm: [l Bio Mext Login [C] Prefs Next Login

Generalinfo  Confoct Info Subcenters  Cerfificafions | Secfion Specialfies  Reason Specialfies  Messages Docs

] 1843 Sections found -
. ENG@| O\ 43-:;9_1:510?

EMGE l Term 1D Title: Facully

-
[

-
L

-
L

I

Let’s say that we search for the term “20112”. The system returns with 180 results, showing 180
sections found. If we click on the ==le<t | button, the system will assign these 180 sections found to our

selected Consultant as Section Specialties. If we click on the | 9eselect| button, the system will
deactivate the selection of courses as section specialties.

180 Sechons found
selaect | deselect

To assign ALL available sections as Specialties, type “®@” into the Search field and hit enter or return to

perform the search. Now click the | s&lect | putton to assign ALL courses as section specialties.
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Reason Specialties

AdvisorTrac Profile: Click on the Reason Specialties Tab. Assign Reasons as Specialties for this
Consultant by checking the checkbox for the appropriate sections.

Center Profile: Redrock Tutoring %
Zeneral Centers Group Access | Tulms | Jecfions  Reascns  Prefs
@

Seguence: 874

First Mame:|{John [ oe net shew on scheduls

Last Mame:|Doe Confirm: L Bio Mext Login [ Prefs Mext Login
Sana Contact Info  3ubcenters Cerfificofions = Section Specialiies Message: Docs
&& Reasons found o

Reascn E

O Assers
0 &
0 o
O
]«
mf:
B
]«
O
[ Essay
|:| Extra Help =
[ Save Consultant | [T Awvailable for ALL Specialtiss on Visit Entry [ Delete Consultant

You can use the Search field I to narrow your search. Clicking on the 2l button will load
ALL Reasons.

Click Save Consultant to save the additional settings for this Consultant Record. Click “Return to List”
to return to the list of Consultant Records under this Center Profile.
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Copy Specialties Utility

The Copy Specialties Utility allows you to copy the same sections from one term to another.

The Copy Specialties option is found in the Utilities and Preferences. Select the Custom Utility Tab
and click on Copy Specialties.

The Copy Specialties Utility allows you to specify some options. Specify which term the specialties are
copied from and to which term they are copied. Choose whether the previous tutor specialties are
removed or are left as tutor specialties. Select if the Copy Specialties Utility will be run for all tutors
from all centers, for all tutors from a specific center, or for just a specific tutor. Click Execute to run
the Utility.

Batch Utilities £
Batch utiliies allow you to perform searches, data chonges and vanous other operations on a selection of records. Many of

these operations can not be vndone so do not activate a destructive process iIf you are unsure of the results.

There are 25 Center records for processing.
Custom Ulility | System Prefs  Advonced Prefs  LDAPTocl Email Tool  Automoted Events

Engine: 20121127 Common: 20120704 Layout: 20120920
Student: 20120714 Visit: 20120924 Utility: 20120419

Choose a uliity category and then a parficular process.

Standard -

Session Trace ON -
Session Trace OFF
Campus Custom Utilities

IChoose a center [or ALL) to copy specialties from term to term for all

Confirm Student Bio consultants in that center.
Link Consultants to Surveys From Term: 201203 To Term: 201301
Merge by ID = Clear Existing Specialties

Merge by Sequence
Reset Center Status / Missed

IChoose a [primary] center to copy specs for oll consultants related fo
that center.

Resend Appt Confirmations = | consultant/Center All -
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Chapter 8: Student Records

The potential power and utility of the Data that you collect through your Trac system is highly
dependent upon the quality of your Student Records or Profiles. The Student information entered into
your Trac system database greatly affects the potential of Reporting capabilities, Scheduling functions,
and general Data collection. Information within the student profile should be added in a purposeful,
precise manner. If, for example, your campus wants end of semester reports based on Ethnicity, GPA,
Gender, and Athletic Status, we need to keep these fields in mind when inputting Student Data into
your Trac System.

Student Entry Form

There are a variety ways to access a Student’s Record. Student IDs or Student names can be entered
directly into your Trac Navigation bar to perform a search for a particular student. Advanced searches
may be performed to find a Group or Selection of students. We may also access a Student Profile
directly from the Student Listings, which is essentially a List of All student records.

To get to the Student Listings, hover over the Search glass on the right side of your Trac Navigation
bar (top left corner Main Menu) and select Students.

The Student Listing simply lists all the Student records contained in your Trac System. We are able to
List ALL students or search for a selection of students (see Chapter 19: Tips and Hints - Search).

For this example, type the number “1” into your Trac Navigation bar in the top left corner, then hover
over your Search glass and select Students.

Trac Nawguilfrs?H:dem

* L1 "R

Registrations

Documents

Faculty

Center Profiles
Resources
Appointments
Fotential &=signments
Grade Groups
Workshops

Sections
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When we have found our selection, we can click on the ID# field that acts as a hyperlink to the
Student’s Record.

o Students Listing X

List Options« Reportsr I of Sobid Fhudants oy

o Hame Last Dale In Status Legged In

1 *{R000000001] s som 11112013 ACTIVE

This will open the Student Entry Form which displays Student’s information.

student Entry %]

General info | Documents  SAGE Vit Summary  History  Class Schedule

Sequence: 23345

D: RO00000001 Barcode: 1 ACTIVE Created: 4/21/2004 ®
Last Mame: Smith
First, Midldle: Sam
Address: 123 Mesa Drive
City, State Tip: Mesa , CA  8h27/4
Ernail: ssmith@tutortrac.com Student Photo
Birthdate: 01/11/81 -
Home Phone: b55-565-5665 Mabile Cell Phone: 555-5h5-5555
Text Msg Addr: -[C] receive Other Bulletins
Handle: ssmith
[T] confirm BIO on next login

l Save | l Delete
Basic Info = Custom Campus  CenterInfo Lists
Gender: Male - . ; ;
- Major: Engineering
Ethinicity: Other —
Crad U nd = Degree Goal:
rQ nac naergraauaie
College: Engi g : GPA- 0 Acc Hours: 0
OC‘TQB' J;glneenng Referred By:
_ }_dbj' Grad Dote/Degree: 00/00/00
) -enen: Condition Code/Flog Text: 27131
High School:

General Info / Basic Info Tabs

The General Info and Basic Info Tabs contains the essential contact and demographic information of a
Student’s Profile. These fields can all be imported from your Student Information System, or entered
manually for each Student (See Student Import section at the end of this chapter). A student’s
Username and Password can be modified by clicking the “Handle” field, and Text Alert activation codes
can also be generated here.
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Custom Campus
To the right of the Basic Info tab on the bottom half of the Student Entry form is the Custom Campus
Tab.

Bosic Info | Custorn Campus | Center Info Lists

Athlete?:
Athletic Sport:

Stotus:

m

Additicnal Flags:
Aszigned Advisor:
Aszigned Tutor:
Foreign Status:

County:

Voter Registration Status:

The Custom Campus Tab contains the 9 custom fields available for your Campus (9 custom fields per
Center Profile). You can customize and design these Custom Fields to track any fields that are not able
to be measured through the standard fields available in the General and Basic Info tabs.

Documents

The Documents Tab allows users to upload Electronic Documents to a Student’s Record. Any relevant

Documents such as Graduation Checksheets, Tutoring Applications, or Assignments can be tracked and
recorded here. Documents, like Resources, are also able to be classified by Type, and thus Privileges
can be assigned to Groups based on Document Types.

To upload an electronic Document to a Student’s Profile, click on the blue button at the
top left corner of the Documents Tab.

Student Entry
Zeneral info 5AGE  Wisit Surnmary  History  Class 3chedule

1D RODOO0G00

MHame: Smith, Sam

Status: ACTIVE

Upload,.. 0 post files found

e

NS

File Date Type Posted By

Hover your mouse over the “Choose File For Upload” option below, and click “Browse” to locate the
file on your computer.
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Student Entry %
General info SACGE  Visit Summory  History  Class Schedule
File: No File

Inactive

Type: -

PostFile
FollowUpDate: 00/00/00

MNotes:

Browse_

or uze doc femplate: « k

Save

You can classify a Document Type by clicking on the Dropdown menu next to “Type”. You can also add
a description of the file in the “Notes” field. When you are finished, click the “Save” button to Save
the Document on the Student Record.

SAGE

The SAGE Tab keeps a detailed history of any Referrals made for the selected Student. New Referrals
can be created for the selected student here as well, as long as the User has the appropriate access
(see Chapter 3: Setup - Prefs - Admin / Modules section).

To create a Referral, click on the blue button to start the process. Choose the Referral Type
from the dropdown menu. These Referral Types are customized by your campus. To create Referral
Types, see chapter 20: SAGE - Referral Types section for more info.

Visit Summary

The Visit Summary Tab gives you a Quick Snapshot summary of the selected student’s Visit History.
Data is broken down by Center, Reason and Subject, and total numbers are given for the number of
visits made, and total amount of hours visited per center/reason/subject.

Class Schedule

The “Class Schedule Tab” contains a Schedule that allows a student’s Class Schedule to be entered.
This may be beneficial for Scheduling purposes, first being able to check for Scheduling conflicts as
Appointments are booked and Visits are made. Consultants will also be able to use this information
either for Advising or Tutoring Purposes, or the Schedules could be made available to students as an
Auxiliary calendar. Contact Redrock Support for additional details or questions (support@go-
redrock.com).

History
The History Tab gives a detailed history of 6 major aspects of the Student Record.
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Visits

The Visits subtab gives a detailed history of the student’s Visit records. Users can click on individual
visits to view/edit the available information. New Quick Visits Entries can also be entered manually for
the selected student here as well.

Appointments
The Appointments subtab gives a detailed history of the student’s Appointment records. Users can
click on individual appointments to view/edit the available information.

Prog Rpts

The Progress Reports subtab displays a student’s current Grades. Individual Progress Reports can be
created, viewed, or edited here. Course Information will need to be imported for this Utility to
function. Contact Redrock Support for additional details or questions (support@go-redrock.com).

Registrations

The Registrations subtab contains a record of the student’s course enrollment organized by Term,
Course, Title, Section, Instructor and Grade. Course Registrations can be imported from your Student
Information System, or entered manually for each Student.

Resources
The Resources subtab contains a history of any Resources the student may have checked out. Items are
organized by ID, Title, Date Checked Out and Date Returned.

Messages

The Messages subtab contains a history of any Messages the student may have received through the
Trac system. Messages can be classified by Type, and thus only viewable by the parties deemed
appropriate to do so. Most commonly messages will be Reminder/Confirmation emails or
Missed/Cancellation emails; however any Text messages sent to the student can also be tracked here.

Creating Student Profiles

We can enter Student information into your Trac system either manually or automatically through an
Import Process.

To create a Student Profile, we will need to access the Student Listings. To get to your Student
Listings, hover over the Search Glass on the right side of your Trac Navigation bar (top left corner of
Main Menu) and select Students.

MANUAL STUDENT ENTRY

To create a new Student Profile manually, click on List Options and select “New Student”.
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(7 Students Listing %]
List Dptions~ Reports~ 38824 of 38324 students found | Page_1 of ¥71 >
List all
Name Last Date In Status Logged In
Search....
- 000000
Utility Search
000000
Power Search
000000
MNew Student.... b
! 00/00/00
Lists...» N
00/00y00
Send HTML Mote
. . . &f6/2012 ACTIVE
Register in Online Sesson
000000 ACTIVE
Create New SAGE Referral
00/00/00 ACTIVE
Post a Document
.. FI2412012
Batch Visit Entry...
372012
Flagged Students.... ®
000000
Send Surveys.... #
00/00/00
Related Data.... *
g e Bfar2012 ACTIVE
W R5201790207 Acoron, Kothryn 5. I 12012 ACTIVE
R545794839 Abaocag, Jamis Anne 412042012 ACTIVE
.~ R555770249 Abarca, Henry Antonio 32042012 ACTIVE
Clicking “New Student” will open a blank Student Entry Form.
Student Entry %]
General info | Documents  SAGE  Visit Summary  History  Class Schedule
ID: RODOOODOOD Barcods: %ﬁggiﬁ%ﬁco /00
Last Hame:
First, Middle:
Address:
City, State fip: .
Email Student Photo
Birthdate: 00/00/00
Home Phone: Makile Cell Phone:
Text Msg Addr: - [ peceive Other Bulleting
Handle:
[l confirm BIO on nest login
[ Save | [ Delete
Basic Info  Custorm Caompus  Center info Lists
Gender: Male -
— Major:
c _d :JIL{ Degree Goal:
ra ndl:
ol . GPA: D Acc Hours: 0
—eieas Refered By:
Class:
oot Grad Date/Degree: 00/00/00
_ enert Condifion Code/Flag Text: 0
High School:

Here any relevant information can be entered for a new Student Record manually.

179




STUDENT IMPORT

Student information may also be Imported into your Trac system from your Student Information
System. Whether your campus uses Banner, Datatel, Peoplesoft, or even a homegrown system, we can
extract data from your Student Information System and Import the appropriate data into your Trac
system. This process can be run on a manual or automated basis.

First, based on the Student Entry Form, decide which specific fields need to be extracted from your
SIS. For example, Last Name, First Name, Address, Email, Birthday, Ethnicity, Grad/Und, College,
Major, or GPA etc..

Student Entry %]
General info | Documents  SAGE  Visit Summary  History  Class Schedule
- 5 ce:
ID: ROOD000000 Barcode: Created: 00/00/00 ®
Last Mame:
First, Middle:
Address:
City, State fip:
. Email Student Photo
Birthdaote: 00/00/00
Home Phone: Makile Cell Phone:
Text Msg Addr: : L Receive Other Bulletins
Handle:
Confirm BIO on next log in
Save | l Delete
Basic Info  Custorm Caompus  Center info Lists
Gender: Male - )
— Major:
- nJ cj Degree Goal:
Grad [ Und:
ol . GPA: D Acc Hours: 0
vc;lg,. Refered By:
A‘“l Cd Grad Date/Degree: 00/00/00
] —enert Condifion Code/Flag Text: 0
High School:

Once you have decided which fields would be beneficial or essential, we will need to work with your
Campus’ IT department to facilitate the data Extract from your SIS. Create a sample data file and send
it to Redrock Software Corporation (support@go-redrock.com). Acceptable data file formats are tab
delimited (ASCIl), comma delimited (csv), or fixed character position (ASCIl). An import map is then
created based on the sample file.

After the fields are chosen, the data file is created, and the import map is written, your Trac System
can run the import process automatically. First, the data file should be updated and saved to the same
location on a daily basis. The campus IT personnel may write a script to automate this process. At this
point we will also need to set a time within your Trac system for the Automated Import Event to run.
The import will then update each day automatically, providing the most current information from the
campus SIS database.

Here is a table detailing Student fields.
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Name

Other ID

Last Name
First Name
Middle

Street
Address

City
State
Zip

Email

Full Name

Home
Phone

Work Phone

Gender
Male

Birthdate
Ethnicity
Grad Und

College

Class

Cohort

Type

#L

A20

A40
A40

A20

A60

A50
A2

Al0

A80

A80

A20

A20

A60
A80

A80

A80

A80

Required

Yes

Yes

Yes

STUDENT FIELDS

Field Description
The unique numeric ID of the student

A secondary ID (or barcode) for the student - barcode may be required
if you plan on utilizing a barcode scanner or magnetic card reader to
sign in your students

The last name of the student
The first name of the student

The middle name/initial of the student

The street address of the student

City of the student address
The state code of the student address
The zip code of the student address

The email address of the student - may be required if you plan to send
emails to your students; including automatic appointment reminders

The student name formatted as Last, First Middle - your Trac product
will compute the student full name automatically

The student home phone number

A secondary phone number for the student

The gender of the student is stored as a boolean - the only options are
Male or Female and all students default to Female

The student birthdate

Ethnicity (could be a code or complete name)

A code that indicated Graduate or Undergraduate (usually "G" or "U")
What college the student is attending

The student's class: Freshman, Sophomore, etc. or FR, SO, JR, SR or
2003, 2004, etc.

Used to custom group the student records. Use of this field is
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Major

Handle

Password
ReferredBy

Degree
Goal

Overall GPA
Total Hours
HS Name

Custom
Fieldl

Custom
Field2

Custom
Field3

Custom
Field4

Custom
Field5

Custom
Field6

Custom
Field7

Custom
Field8

Custom
Field9

Special
Status

A80

A20

A20

A80

A80

#R

#R

A30

A80

A80

A80

A80

A80

A80

A80

A80

A80

A80

determined by the TutorTrac administrator.
The student's major. May be a code or complete description.

The student's web login name. Not needed if the student is not going to
login via the web. Also may be configured by the student the first time
the student logs in via the web.

The student's web password. See Handle for notes.

Who referred the student to the center.

Either the Degree Earned or the Degree Goal.

The Overall GPA for the Student (EMCCGPA)
Total Accumulated Hours for the Student (BMI1)

Name of the High School Attended

A custom field that may be used for any purpose.

same as above

same as above

same as above

same as above

same as above

same as above

same as above

same as above

A student status field: may be a code or description.
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Chapter 9: Availabilities

Availabilities: In order to schedule appointments through the Trac system, you need to first define the
time slots that the consultants are available. Available times are posted to indicate the date and time
that Consultants are available to hold sessions, and also so appointments may be scheduled by several
different users, including the students themselves.

A consultant’s availability will establish the date and time range of when the consultant is available for
appointments. The availability also sets up session information regarding the number of students that
can join an appointment, for what section or reason the consultant is available, and also if the
appointment will be scheduled once or repeated on a weekly basis.

Which group(s) of Users will be responsible for setting up Consultant Availabilities (the times that
your Consultants are available)?

e Consultants (Tutors/Advisors)
o Front Desk Workers

e Administrators

To access your schedule click the TracMan Icon on the left side of the Trac Navigation. Click Schedule
to access the full schedule view for your centers.

Main Menu B
Log listing *}
‘Schedule {f_n) vailable.
Reports

Set up your Consultants’ Availabilities

The full view of the schedule has three components:

e Schedule Grid
e Date Chooser

« Personnel Listing
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Trac Navigation:

REDROCK

COMMUNITY COLLEGE

- TutorTroc Profile

£ Key: | crop lTonl muilfi-person class or group
4 April 2010 T\ Week Schedule 471972010 \
Mon 4/15 Tue 4/20~ Wed 4/2° ~ ~|
Mo Tu e Th Fr == S 6:00 AM
1 2 : 1 7:00 AM
5 [ 7 B 9 10 11
12 13 14 15 16 17 18
£8:00 AM
] 21 22 3 4 25
% 7 B B B /‘ e
2\
Learning Resource Center 10:00 AM
sampie Tutar (9 B
11:00 AM
12:00 PM
1:00 PM 1
2:00 PM
G J LY
3:00 PM
4:00 PM B
Click on your Center Name to load the schedule for all of the consultants in that center. The Date
Chooser allows you to select which date to view on the schedule. The Schedule Grid displays the
consultants across the top row and the times of day in the left-hand column.

Trac Navigation:

REDROCK

COMMUNITY COLLEGE

- TutorTrac Profile

drop lenl muifiperson closs or group
) 4/19/2010 Learning Resource Center
4 April 2010 2
omple Tutor~ |
Mo Tu Ve Th Fr Sa Su 6:00 AM
' S 7:00 AM
5 & 7 08 5 w11
1213 14 15 15 17 18
2:00 AM
W u 2 B oM B
% @ ® 3 W
9:00 AM
10:00 AM
11:00 AM
12:00 PM
1:00 BM
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Click on your Consultant Name to load the week schedule for that specific consultant. The Date
Chooser allows you to select which week to view on the schedule. The Schedule Grid displays the days
of the week across the top row and the times of day in the left-hand column.

Trac Navigation:

. 5 REDROCK
COMMUNITY COLLEGE

- TutcwTroc Profile

Key: | gropin lTonl mutfiperson closs or group

Week Schedule 4/19/2010 Sample Tutor Learning Resource Center

4 April . 2010 L2
Mon 4/15~ Tue 4/2C~ Wed 4/2 ~ A
Mo Tu We Th Fr Sa Su 5:00 AM
3
: 2 4 7:00 AM
s [ 7 8 9 10 11
12 13 14 15 15 17 18
8:00 AM
20 21 22 23 24 25
26 27 28 b.:] 30
9:00 AM
10:00 AM
11:00 AM
12:00 PM
1:00 PM

Click on a Start Time for the consultant availability.

Week Schedule 4/19/2010 Sample Tutor Learning Resource Center

Mon £/15+ Tue 4/20+ Wed 4/2" + A
6:00 AM

7:00 AM
8:00 AM
Creating new availability...type 'a' to change..
9:00 AM I
10:00 AM

11:00 AM

12:00 PM

-

:00 PM

2:00 PM
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Hold your click and drag your mouse down to an End Time. Then release the mouse click.

Week Schedule 4/19/2010 Sample Tutor Learning Resource Center

Momn 4/15~ Tue 4/20+ Wed 4/2" ~ |
5:00 AM

7:00 AM
8:00 AM
Creating new availability...type 'a' to changs..
9:00 AM
10:00 AM
11:00 AM
12:00 PM I

1:00 PM

2:00 PM

When you release the mouse click, the Availability Entry window will appear. The Availability Entry
window allows you to enter details about the Consultant Availability.

Drop-In Availability Mis Availability®
Cenie.-r:l Leaming Resource Center |¢ Subject: Y]
Location: ¥ | Reason: Y|

Mm(:l[] students.

Date From: 04/19/2010 & To: 04/19/2010 [
From:9:00a €9 To: 12:00p @

Days:MON [(all) (None | (-1

Divide into Slots (HH:MM): 00:00 @
Breaks of (HH:MM): 00:00 ()

Autobook-| None bt . §
Claliow student to book weekly, [ Back J l Save |
default:| Checked v

There are no overrides for this availakbility
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Availability Entry Options

o Center, Location, Subject, Reason
e Date from, Date To, Days

e Drop In (Blue Color)

e One-on-One (Green Color)

e Group (Yellow Color)

e Divide into Slots

e Breaks

e Repeating/Recurring

e  Multi-Slot Booking

e Availability Blocks

Date range
Use the From and To Date calendars to choose a date range for this availability.

Single Person Availability is Availability®
C&nie-d Leaming Resource Center |+ Subject: (v
Location: | *] Reason: | v ]
Mux:l 1 students.
Date From: 04/19/2010 ﬁ_mﬂefzmu \
From:9:00a € To: | 2:( KN IR
Mon Tue Wed Thu Fri Sat Sun
Days:MOM
Divide into Slots {HH: 2 4 = e 7
Breoksof (HH:Mmap 0 10 M “;\Ib 2oe
Autobook | None| | 1? 12 1; fn 2

. 8 T 2B
Claliow student 3k be “ = Save
31

defouli:| Checked =

o Today is Mon. 19. Apr 2010 /
- Nakility
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Click and highlight the days of the week to create the availability on the selected days.

&3

Single Person Availability is Availability?
Center{ Leaming Resource Center | Subject: (v)
Location: IEI Reason: IEI

Mclx:l 1 lisiqden‘is_

Date From:04/19/2010 5 Teo: 05/12/2010 [H
From:9:00a €9 To: 12:00p

(All) (Nane) (#-¢) )

Breaks of (HH:MM): 00-:00 )

Autocbook | None bt

Clallow student to book weekly, [ Back ] [ Save ]
default:| Checked b

There are no overrides for this availability

Availability Types
A Drop-In Availability is set up by creating an availability with a maximum of zero students.

&3

Drop-In Availability w is Availability®
i Source Center % Subject: (v]

Location: (] Reason: (v)

( Mux:l 0 ptudents.

Date From: 04/19/2010 & To: 04/19/2010
From:9:00a € To: 12:00p €

Days:MOM (all) (None ) (M-F)

Divide into Slots (HHMM)- 00-:00 @

Breoks of (HH:MM): 00:00 ()

Autobook: | None v
Clallow student to bookweekly, [ Back ] [ Save ]
defaulf:| Checked v

There are no overrides for this availability
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A Single Person Availability is set up by creating an availability with a maximum of one student.

Single Person Avuilubililyw is Availability®
i fce Center (v Subject: (v)

Location: (v) Reason: (v])

C Mox:l 1 students.

Date From:04/19/2010 & Teo: 04/19/2010
from:9-:00a € To: 12:00p &

Days:MON [all) (None] [(M-F)

Divide into Slots (HH:MM): 00:00 @
Breaks of (HH:MM): 00:00 €D

Autocbook-| None v

[Caliow student to book weekly,
defoult:| Checked v

[ Back ] [ Save ]

There are no overrides for this availakbility

A Multi-Person Availability is set up by creating an availability with a maximum number of students
greater than one. Only the specified number of students will be able to schedule an appointment in

this time slot.

&3

Multi-Person Availability } is Availability?
L fce Center |v Subject: (v])

Location: (r] Reason: (v)

G‘lox:l‘i students.

Date From: 04/19/2010 &5 To: 04/19/2010 [
from:9:00a € To: 12:00p @

Days:MON (all] (None ) [M-F)

Divide into Slots (HH:MM]): 00:00 @
Breaks of (HH:MM): 00:00 €D

Autobool-| None v

Clallow student to book weekly,
default:| Checked v

[ Back ] [ Save ]

There are no overrides for this availakbility
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Divide into Slots
You can break the full time slot into smaller time slots. Click the time entry field to Divide into Slots
(HH:MM) and enter a time slot of 01:00. Press the Enter key or click the X to close the HH:MM entry.

single Person Availability is Availability?
Cenler:| Leaming Resource Center % Subject: v
Location: Y| Reason: Y|

Maxc 1 students.

Date From: 04/19/2010 & To: 05/12/2010 F
From:9:00a €) To: 12:00p @

Days:MON WED [All] [None] [ m-1

Divide into Slots {HH:MM): 01:00|
@ BE =P

01000

Eekly, [ Back J l Save

There are no overrides for this availability

Click Save to save this availability. The schedule will update after the Save.
The Single Person Availability (One-on-One) appears on the schedule with a green color.

The availability has been created from 9:00am to 12:00pm on Mondays and Wednesdays.

Week Schedule 4/19/2010 Sample Tutor Learning Resource Center
[ Mon 4/15~ Tue 4/20~ Wed 4/2 ~ A
5:00 AM
J:00 AM
8:00 AM
9:00 AM=w 5:003 [x] Ewg:00s ¢ (3]
10:00 AM_ W 1p.00= ¥ 10:00a C
11:00 AM| W §4.002 (¥  11:00a (¥
7 o
12:00 PM
1:00 PM
2:00 PM
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Breaks

The breaks field can be used to add break periods within an Availability. For example, if a Consultant

typically holds 50 minute sessions followed by
by using the Divide into Slots and Break fields.
Consultant Jane Doe on Monday from 7am to 1
between the appropriate times.

ten minute break periods, we can set up the Availability
Let’s say we were creating a 5 hour Availability for our
2pm. From her Schedule, we drag our mouse cursor

Ke ¥:| dropin lTonl mulfi-person class or group

5:00 AM
7:00 AM
8:00 AM

S:00 AM

Creating new availability...type '

Week Schedule 1/7/2013 Jane Doe

Tue 1/8~ Wed 1/9~ Thu 1/

a' to change...

10:00 AM

11:00 AM

12:00 PM

m

In the Availability Window that appears, we w

ill set the “Divide into Slots” field to 00:50 hours (50

minutes) by clicking on the Blue Clock to the right of “Divide into Slots”.

Drop-In Availability
Cenfter: ALL

Max: 0 students.

%)

is Availability?2

Date From:|01/07/20135# To: |01/07/2013[H

From: 7:00a €@) To: 12:00pD

Days:MON
Divide info Slots](HH:MM): DD:S[%
@ E® =)

0/0-507,

default: Checked

by
e

-

Activate mulfi-slot booking:

DSpl"r into separate availability blocks on Save

Back | Save |

There are no overrides for this availability
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We will also set the “Breaks of” field just below to 00:10 hours (10 minutes) by clicking on the Blue
Clock to the right of “Breaks of”.

Drop-In Availability is Availability®
Center: ALL -

Max: 0 students.

Date From:01/07/2013[5 To:|01/07/201 3%

From: 7:00a €9) To: 12:00p€D)

Days:MON
Divide into Slofs (HH:MM): 00:50))  Activate mulfisiot booking:
| Breaks of [HH:MM]:| 00-1 % DSpI'i into separate availability blocks on Save
7]

b, _—
00:-10 Back | Save |

There are no overrides for this availability

After clicking “Save”, Jane’s Schedule then refreshes to reflect the newly created Drop-in Availability
with 50 minute time slots and 10 minute breaks.

KE}J! drop in Tonl mulfi-person class or group
Week Schedule 1/7/2013 Jane Doe
Mon 1/7+ Tue 1/8+ Wed 1/9~ Thu 1/ =
6:00 AM
7:00 AME~7 7:00a Drop In Library [x)
8:00 AM w B:00=
5:00 AM w 5:00a
10:00 AM w 10:00s
11:00 AM w 11:00a
%,
12:00 PM

192



Repeating/Recurring

A Repeating or Recurring Availability can be created simply by extending the “Date From” field for an
Availability. For example, if our Consultant Jane Doe is available Every Monday at 8:00 am for the
entire semester, we would change the date from and date to fields to the appropriate semester start
and end dates. The availability would then be created Every Monday for the entire semester.

The option for a Student to book a Recurring appointment (i.e. every Monday at 8am for the entire
semester) can be enabled through two fields: the “Autobook: (None)” and the “Allow option to book
weekly” fields.

Divide into Slots (HH:MM): 01:00D)
Breaks of (HH:MM]: 00:006)
None

Bllow op
default: Cl Weekly
All Available

The Autobook: (None) field will automatically book either ALL AVAILABLE appointments, WEEKLY
appointments, or NONE. For example, let’s say that Jane added Wednesday at 8am to her Recurring
Availability. So now she is available Monday and Wednesday at 8am for the entire semester. If this
option is then set to ALL AVAILABLE and a student books the appointment for Monday at 8am, the
system would automatically book for the student ALL recurring appointments with Jane Doe under this
Availability. In other words, the student would be booked both Mondays and Wednesdays at 8am with
Jane Doe for the entire semester. If the Autobook: (None) field is set to WEEKLY, the system would
ONLY automatically book the Monday appointment at 8am for the entire semester.

Divide into Slots [HH:MM): 07 :UE@
Breaks of [HH:MM): 00:0060)
Autobook: Weekly -
||:|f1'xlc-w option to book weekly, |

c{/\\j)chll’r: Checked -

The “Allow option to book weekly” field determines whether or not the Student has the OPTION to
book Recurring Appointments. In this case, the system would not automatically book the Recurring
appointments. If the student selects the option to book a Recurring appointment, the system will book
the Recurring Appointments based on your selection in the previous Autobook: (None) field. If the
Autobook: (None) field is set to ALL AVAILABLE, then the system will book ALL available Recurring
Appointments. If the Autobook: (None) is set to Weekly, then the system will book a Recurring
appointment, but only on the day specified by the Student.
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Divide into Slots (HH:MM): 01:00)
Breaks of [HH:MM]: 00:0060)

Autoboolc Weekly -
Elaniow option to book weekly,

Checked

Mot Checked Lﬂ
mqfe no oven

The “default” field determines whether or not the “Option” to book weekly initially appears Checked
or Not Checked. We typically recommend setting this default field to “Not Checked”, so that if a
Student wants to book a recurring appointment, the Student has to manually check the box. This also
prevents students who do NOT want to book recurring appointments from accidentally or
unintentionally doing so.

Multi-Slot Booking

The Multi-Slot booking field allows a Student to book multiple time slots in a convenient manner. If
Consultant Jane Doe’s five hour Availability is divided into one hour slots, a Student, when booking an
appointment with Jane, has the option of booking a single one hour time slot or multiple one hour time
slots. In order to activate the Multi-slot option, we need to enter Time Slot intervals in the “Activate
multi-slot booking” field. If Consultant Jane Doe divided her Availability into 01:00 hour slots, we can
“Activate multi-slot booking” by entering, for example, “60;120” into the “Activate multi-slot booking”
field. This will allow students to then be able to book either one hour time slots or two hour time slots.

Appointments Enfry %]
& Student: Sam Smith & Siofi- Jane Doe
ROOOO00001
SO0-30-HI00 DRI IIIIIID

Appointment Info

Here are the instruchons to book an Appointment:

Center: Demo Learning Center - Location: Library
Sub_’ev:‘:[ Fund:
Reason:[ Status:

C800AM To: 9:00 AM

Date: 1/9/2013 Time
|Appoini‘men1 Durc:ﬁon:i 60 |+ |minutes

Phone:

120

Motes:

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

Save | [ Automatically create the wisit when this appointment is saved.
[[] crverride and send confirmation when this appointment is saved.
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Availability Blocks

An Availability Block is simply a restriction users can place on their schedules that indicates times when
Consultants are NOT available for appointments. These are typically used for Holidays, Lunch Breaks,
Meetings, Emergencies, or last-minute Cancellations.

In the Availability Entry Window, simply uncheck the “is Availability” field in the upper right corner to
create an Availability Block.

Availability Block Clis Availability?
Cenler:| Demo Learning Center Z Descriphion: —[}
Location:Field of Dreams Reason:
Block Status:

Date From301/01/2013 4 To:[01/01/2013 58
From:8:00a @ Te: 12:00p @l

Drays: TUE

You can modify the date range, duration, days, and Reason appropriately, and add a brief description.
Click “Save” to save the Availability Block.

KE}': drop in Tonl multi-person class or group

Week Schedule 12/31/2012 Jane Doe Demo Learning Center

@ Mon 12/31+ Tue 1/1+~ Wed 1/2~ Thu 1/ =
£:00 AM
7:00 AM

8:00 AM S~ 8:003 Reserved: [ |

5:00 AM

10:00 AM

11:00 AM

m

12:00 PM

Center Availability Blocks

To add an Availability block for an entire Center, we will need to navigate to the Center Profile page.
Hover over the Search Glass on the right side of the Trac Navigation Bar (top left corner of Main Menu)
and select Center Profiles. Click on your Center Profile and navigate to the Centers Tab. Find the
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Subcenter that you would like to create an Availability block for and click on this Subcenter. In the
bottom half of the Center Profile window that appears, the system will list any Availability blocks that
currently exist for the Subcenter in selection.

Center Profile: Redrock Tutoring %]
Gensra Group Acoess  Tulors  3ections Reasons  Prefs

I2: 000046
Parent 1D: 000045
Subcenter Mame: Demo Learning Center
nactive: [ Yes Logging Allow: [ Inactive, [ Banned
Consfrain Student Booking to: -
Constrain Student Logging to: -

Reference Code:

l Save Subcenter | l Delete Subcenter |

2 availobility blocks found

Date From Date To Time From Time To DAYS Descripfion Global
2/10/2012 21172012 &:00 AM 4£:00 PM SUNMONTUEWEDTHUFRISAT WACATICON
1/14/2013 11142013 &:00 AM 2:00 PM SUNMONTUEWEDTHUFRISAT Center Block

You can click on the date under the “date from” field that acts as a hyperlink to the Availability block
to access and edit the existing Availability block. If none exist, click on the blue “new” button to
create a new Availability block for the subcenter you’ve selected.

Availability Block -~

Center: Demo Learning Center Description:
Block Status:

Date From:|01/16/2013 To:[01/16/2013 5
From: 0:00a @. To: 0:00a @

Days:MON TUE WED THU FRI SAT SUN

Delete | [ Back | l Save

There are no overrdes for this availabilify

m

Here in the Availability Block window, users can modify the details of the Availability block. Customize
your date range through the “Date from” and Date To” fields. Edit the time through the “From” and
“to” fields. Select the appropriate days which apply, and add a description in the “description” field if
necessary.
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Chapter 10: Appointments

: i .
!gl Appointments

Click to view the schedule.
You may akso search for
availabilities.

An appointment is a scheduled meeting (Past, Present, or Future) between Consultants and Students.
Creating Appointments and accurately recording Appointment data are essential in regards to
facilitating an efficient Scheduling process, with the exception of the case in which your center(s) only
handles Drop-ins or Walk-in Visits.

The booking of appointments can be handled by any group: Administrators, Front Desk Workers,
Consultants, or Students themselves. Typical Appointment data include Appointment Statuses
(Attended, Missed, Cancelled), Appointment Notes (any notes entered by Consultant or Student), Total
Number of Appointments, Appointment Duration, Subject/Reason of the Appointment, and which
Consultant participated in the session.

Appointment Process / Workflow
How will our Centers handle Appointments and Scheduling?

The process of handling Appointments is vital to a Center’s successful collection of data. The process
and workflow of a Center determines the efficiency with which Scheduling is handled, as well as the
accuracy of the collected Appointment data as well as Visit Data. Similar to the Visit Process, there are
several ways to handle the Appointment / Scheduling Process through your Trac System.

Second, which group(s) of Users will be allowed to book appointments for Students?

o Front Desk Workers Booking Appointments
e Tutors/Advisors Booking Appointments
e Students Booking Appointments
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Booking an Appointment (as a Consultant, Front Desk Worker, or Administrator)

As a Consultant, Front Desk Worker, or Administrator, we can book an Appointment from our
Administrator’s view of the Schedule.

To Access your Schedule click the TracMan Icon on the left side of the Trac Navigation. Click Schedule
to access the full schedule view for your centers. Click on a Consultant’s Name in the Personnel Listing
on the left hand side to open a specific Consultant’s schedule.

1 January , 2013 k
D T =] Th Fr S= 5

1 2 3 4 L &

7 & ) 10 11 12 13

14 15 16 17 15 19 20

Demo Learning Center :
Bart, Joe & B

Big Guns, Texos ch &2

Booth, David & B
[Bos, Jane| & =
Einstein, Albert & B
Halter, Jon & 2
Marfin, George & =

m

Nash, Billy & 2
Ramos-TT, liana & 5
Smith, Jonathan & &
Tester, Buck & B2
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KEY: drop in Tonl mulii-person closs or group

Week Schedule 1/21/2013 Jane Doe

Mon 1/21~ Tue 1/22~ Wed 1/22~ Thu 1/ =

5:00 AM

7:00 AM

8:00 AMEw g:00a * ENG101 01 20112 (X] Ewg:00s & ENG101 01 20112 (%]

General Tutoring General Tutoring
9:00 AM W 5:00a (¥ ENG101 01 20112 ¥ 5:00a (2 ENG101 01 20112
General Tutoring General Tutoring
10:00 AM W 10:00=  ENG101 01 20112 ¥ 10:00a C ENG101 01 20112
General Tutoring General Tutoring
é é

11:00 AM

12:00 PM 1

1:00 PM w 1:00p (& ACCTG110 205 (%) w 1:00p & ACCT

20112 Homework f:0/5 20112 Homewc|

2:00 PM W 2:00p (@ ACCTG110 205 w 2:00p & ACCT'
0112 Homework F0/5 0112 Homework

3:00 PM w 3:.00p @ ACCTGL10 205 w 3:00p (& ACCT
20112 Homework F:0/5 20112 Homewoark

A
4:00 PM

How to book an Appointment (as a Consultant, Front Desk Worker, or Administrator)

Next to any single person or multi-group Availability created (not Drop-in), there is a Blue dropdown
arrow (¥ ) that, when clicked, will open a Search field. In this search field you can search for a
Student by Name or ID, and upon clicking on the Student’s name the Availability Entry Window will
appear.

£:00 AMEw g:00a (* ENG101 01 20112 (%]
General Tutoring

9:00 AM 9:00a ¥ ENG101 01 20112
eral Tubtoring

Fovailability: 8:00a-11:00a Demo Learning Center Library

10:00 AM

General Tu;u:uring

7
11:00 AM

12:00 PM

1:00 PM wi:00p & ACCTG110 205
20112 Homework f3:0/5
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8:00 AMEw 5:00s ( ENG101 01 20112 (x|
General Tutoring
9:00 AM : (]
|Sm|th. Sam| =
4 records found.
10:00 AM ROODOF6528 Sam Smith
ROQO000001 Sam Smith
R568052501 Samantha bi-h
11:00 AM R566651968 Samuel Smith
12:00 PM
Lol :00p (¥ ACCTG110 205
20112 Homework F3:0/3

Clicking on Sam’s ID number will begin the process of booking the Appointment by opening the
Appointment Entry window.

Appointments Enfry %]

& Student- Sam Smith e Stafi- Jane Doe
ROOO000001
555-355-3555

Appointment Info

Center: Demo Learning Center - Location: Library
Sub_’ec-:[ |
Re::son:[ Status:

. 300 AM  To: 10:00 AM

Appeointment Duration: 680 + minutes

Date: 1/21/2013 Tim

Phone:

Motes:

Created 00/00/00 at 00:00:00 by
Medified 00/00/00 at 00:00:00 by

Save | O Automatically create the wisit when this appointment 15 saved.
[[] Override and send confirmation when this appointment is saved.

Here in the Appointments Entry Window, we can the details of our Appointment. Here in the
Appointment Info tab, you can add the appropriate data for the session that will occur. The Center,
Date, Time, Duration, Student ID and Consultant Name will automatically populate based on the
information entered for the Availability. You can at this point fill in the remaining fields if necessary:
Reason, Subject, Location, and any Visit Notes that may apply.
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Appointments Entry %]

#a Student: Sam Smith & Sicfi- Jane Dos
ROOOO00001

SII-305-5050

Appointment Info

Center: Demo Learning Center - Location: Library
Subject: ENG101 01 20112
Reoson: General Tutoring Status:

it . 9:00 AM  To: 10:00 AM
Date: 1/21/2013 me:
Appointment Duration: 60 + minutes

. 555-555-6555

FPhone

Enter Visit Hotes here

Motes:

Created 00/00/00 ot 00:00:00 by
Medified 030/00/00 at 00:00:00 by

Save Automatically create the visit when this oppointment is saved.

Owernde and send confirmation when this appointment is saved.

An essential field that remains is the “Status” field on the right side of the Appointment Entry
Window. The “Status” field defines the status of the appointment (Attended, Missed, or Cancelled)
and is typically not filled out until after the Appointment has occurred, but we will go over this process
(Post Visit/Appointment Data Collection) in more detail further in this Guide.

Booking an Appointment (as a Student)

As a Student, we can book Appointments using the Search for Availability Window, which allows users
to Search for Time slots that indicate when Consultants are available. By simply searching for
Availabilities, students are unable to access any sensitive data such as existing appointments with
other students, Consultants, or any irrelevant contact info.

To Search for an Availability, hover your cursor over the Search Glass Icon on the right side of the Trac
Navigation. Click Appointments to access the Search for Availability Window. Keep in mind that this
path to the Availability Window is from an Administrator’s perspective. Typically, a student will log in
with their student credentials and navigate to the Search for Availability page using the process shown
through the following screenshots.

When logged into your Trac system as a student, options are significantly more restricted. Access to a
variety of Preferences and Navigational Tools are unavailable; rather, the student has access only to
the necessary functions that you as an Administrator deem to be appropriate.
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TutorTrac Main Menvu

Welcome! TutorTrac Inst

In order to book an appointment, please Test for Student Main Menu.

c!lck on Search Availability on the left Edited in center profile: notice to
side of your home page. Select the Center students

to book your appointment in, and follow
the instructions on that page.

Hello Students!
Thank you!

Click to dispute
any non-validated visits.

switch to mobile version
pad/tablet phone

Sam Smith, our sample student for example, is allowed to Search for Availabilities, Confirm his BIO,
Search for Resources, View his own Visit History, or Post an electronic Document. All of these links are
located on the left side under “Student Options”.

&
v}

l Search Availability... ]%
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Sam Smith can click on the Search Availability button on the left hand side to open the Search for
Availability Window.

COMMUNITY COLLEGE
Redrock
Canter: Key: dropin | 1enl | muitiperson classorgroup | move the mouse over an availability to view the lecation and other instructions.
Available Time Slots:

Choose a center to begin searching for
svailable appointmant slots. . .
Enter the search criteria and click search.

Follow these steps to search for an appointment.

1. Cheose a Center from the drop down menu on the left.
2. Enter your Search Criteria.

3. Click the Search bution to perferm your search.

test the SCRIPT:searchAvailGeninsir
studseq:

Next, Sam is prompted to select a Center. When he has chosen a center, additional search criteria will
load below.

Center:

Demo Learning Center

Please choose a center and a course and
then click Search to find available tutors.

Consultant:
Section:

From:

|01/15/201 33

Tot
|01/29/201 35

Center:
Time:

8:00a to 3:00p
- - "_ bbbl bl il
Cemo Advising Cenfer ing for wainn———

Cemo Leaming Center
Demo Math Cente L
Days:

Demo Testing Centfer MON TUE WED THU FRI

Search |

Sam can narrow his search by Consultant, Section, or Date Range, depending on the type of Availability
that he is looking for. Let’s say for example that Sam was looking for tutoring in his English 101 class on
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either Monday or Wednesday around 10:00 am. Clicking on the blue dropdown arrow ( ) next to
Section displays a list of Courses that Sam is currently enrolled in (See Chapter 5: Sections - Course
Import).

Center:

Demao Learning Center

Please choose a center and a course and
then dlick Search to find available tutors.

Consultant:

Section:

Sections:

ECOM195

900T 20112 ECOM195-900T
ACCTG110 Fundamentals of
205 20112 Financial Accounting
ACCTG111

502 20112 ACCTG111-202
CIS106 200 -

50112 CIS106-200

ENG101 01

First Year Composition

20112

Search |

Sam then selects English 101 as his Subject selection. In the time field just below, Sam adjusts the
time to 8:00 am to 12:00 pm. In the Days section beneath the Time, Sam deselects TUE, THU, and FRI,
to leave only Monday and Wednesday selected.

Time:

8:00a to 12:00p
||||||||||||||||W|||||||||||||||||||||||
Days:
MON WED

Search
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After modifying the appropriate fields and clicking “Search”, the system returns with any matching
Availabilities.

Key: | dropin | 1enl || multiperson closser group | Move the mouse over an availability to view the location and other instructions.
Available Time Slots:
Mon Wed
1/21/2013 1/23/2013

Testing the HTML on the AvailResulis.
Testing the script on availresulfs.

Jane Doe Jane Doe

Library Library
8:00 AM - 5:00 AM 8:00 AM - 5:00 AM
9:00 AM - 10:00 AM 9:00 AM - 10:00 AM
10:00 AM - 11:00 AM 10:00 AM - 11:00 AM

If any of the resulting Available Time Slots fits in with Sam’s schedule, he can simply click one of the
Time Slots to begin the process of booking the Appointment. As an example, let’s say our student Sam
clicks on the 10:00 AM - 11:00 AM Appointment with Jane Doe on Monday.

Appointments Enfry % |
& Student: Sam Smith Staff: Jane Doe
ROOO000001
Appointment Info
Center: Demo Learning Center - Location: Library
Subject: ENG101 01 20112
Reason:

10:00 AM - To: 17:00 AM
me:

Cate: 1/21/2013 :
Appeointment Duration: B0+ minutas

Phone:
Motes:

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

Save

Here in the Appointments Entry window, Sam can enter any appropriate information regarding the
Appointment: Subject, Reason, Location, a Phone number for Contact purposes, as well as any Notes
that may describe what the session will involve. After entering the Appointment information, Sam can
click SAVE to book the Appointment. When Sam clicks Save, appointment Confirmations can be sent to
both Student Sam Smith and Tutor Jane Doe.
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Appointment Configuration Options

Center Profile Scheduling Preferences

The first major area of Configuration Options for Appointments is located in your Center Profile
Preferences. Center Profile preferences are global per Center Profile, or in other words, the settings
put into place here will affect ALL subcenters under the selected Center Profile. All subcenters under a

single Center Profile are subject to the rules set for the Center Profile’s Preferences.

To get to your Scheduling Preferences, hover over the Search Glass to the right side of the Trac

Navigation bar (top left corner of Main Menu). Select Center Profiles and click your center profile.
Select the Prefs Tab to the right. Select the Scheduling Tab in the subtabs that load beneath.

Center Profile: Redrock Tutoring

General Centers Group Accesz Tutors  Sectfions  Reoscons | Prefs

Log InfOut | Scheduling | Custom Felds Custom Lists  Emails  Motices

Time Resirictions:

Schedule no sooner than: 14 _\days) and no I-:?’rc—r fhan .
UU:UE@ [HH:MM) pricr to the appointment
Mo cancellations within: UG:UE@ [HH:MM] prior to the appointment
Appointment duration, min: 00:7 @ [HH:MKA}
max: 02:00€0) (HHMM)
Default appointment duration: UU:SE@ [HH-MM}
Appt Start in Increments of: DD:DC@ [HH-MM) use 00:00 to ignore this setting
Appt End in Increments of: UU:UE@ [HH:MM) wse 00:00 to ignore this setting
Appt Duration in Increments of: DD:DC@ [HH-MM) use 00:00 to ignore this setting

Defoult multi-slot times: 30:60 minutes

Special Felds {on Schedule and Entering Appointments):

Save |

m
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TIME RESTRICTIONS:
(Fields in parenthesis are Default Values)

Schedule no sooner than (7 days) and no later than (24 hours) prior to the Appointment.

This preference defines the Time range in which Appointments are able to be booked. The default
settings are: Schedule no sooner than (7) days in advance, and no later than (24) hours prior to the
appointment.

No cancellations within (24 hours) prior to the Appointment.

This preference defines the Time range in which Appointments are able to be Cancelled, previous to
the Appointment actually occurring. If this preference was set to, for example, 24:00 hours, students
would NOT be able to Cancel an appointment within 24 hours prior to the appointment.

Appointment Duration Minimum:

This preference defines the minimum length for ALL appointments, and basically restricts the minimum
duration of Appointments that you will allow to occur in your Centers.

Appointment Duration Maximum:

This preference defines the maximum length for ALL appointments, and basically sets a limit for the
maximum duration of Appointments that you will allow to occur in your Centers.

Default Appointment Duration
This preference determines the default duration for ALL appointments.
Appt Start in Increments of (00:00)

This preference defines the Increments of time with which you use to measure Appointment duration.
If your Centers use schedules based on 10 minute Intervals (1:50, 2:40, etc), for example, we would
enter “00:10” to set up the Appointment Start times appropriately. You can use (00:00) to ignore this
setting.

Appt End in Increments of (00:00)

This preference defines the Increments of time with which you use to measure Appointment duration.
If your Centers use schedules based on 10 minute Intervals (1:50, 2:40, etc), for example, we would
enter “00:10” to set up the Appointment Start times appropriately. You can use (00:00) to ignore this
setting.

Appt Duration in Increments of (00:00)

This preference defines the Increments of time with which you use to measure Appointment duration.
If your Centers use schedules based on 10 minute Intervals (1:50, 2:40, etc), for example, we would
enter “00:10” to set up the Appointment Start times appropriately. You can use (00:00) to ignore this
setting.

207



Default Multi-Slot Times: minutes

Multi-Slot Times allow users to book multiple appointment slots. For example, if a Consultant was
available for 1 hour appointments Monday Afternoon from 1 to 4 pm, a student could be given the
option to book all three appointments: the 1:00 appointment, the 2:00 appointment as well as the 3:00
appointment. This preference determines the Default Slot times (for this example 1 hour) of these
additional appointments, if the student wants to book multiple appointments.

SPECIAL FIELDS (ON SCHEDULE AND ENTERING APPOINTMENTS)

Reasons: (_) Use Reason Specialties on Search Avail

Activating this preference will display the Reason field in the Search Availability Window. When
searching for an Availability, the user who is performing the search has the option of entering a Reason
to limit the search. If the activation of this preference is desirable, make sure that during the process
of setting up Availabilities, Reason is defined (See Chapter 6: Reasons - Reason Specialties).

Show on Schedule

Activating this preference will display Reason Specialties on the Schedule: specifically next to the Time
field on the Availability itself.

KE},': drop in Tonl mulfi-person class or group
Week Schedule 1/21/2013 Jane Doe Demo Learning Center
[m]] Mon 1/21~ Tue 1/22~ Wed 1/23~ Thu 1/ =

£5:00 AM

7:00 AM

£:00 AMEw 5:00a (* ENG101 01 20112 (%] Ewa:00a ( ENG101 01 20112 [X]

General Tutoring General Tutoring
9:00 AM % g9:00a (& ENG101 01 20112 W 9:00a (' ENG101 01 20112
General Tutoring General Tutoring
10:00 AM % 10:00a (¥ ENG101 01 20112 ¥ 10:00a (* ENG101 01 20112
General Tutoring General Tutaoring

11:00 AM

12:00 BM 1

1:00 PM w000 (A ozos5 (X w i:00p0 (& ACCT

z0112[Homewark|f}:0/5 20112 Homewc

2:00 PM w 2:00p (& ACCTG110 205 W 2:00 ACCT
20112 Homework [F0/5 20112 [Homework]

2:00 PM ¥ 3:00p @ ACCTG110 205 ¥ 3:00p & ACCT
20112 Homework F3:0/5 20112 Homework

4:00 PM

Enter in Avail

Activating this preference will allow Reason to be entered while creating Availabilities. Reason will be
displayed in the Availability Entry Window.
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Single Person Availability

Center: Demo Leaming Center - Subject: ENG101 07 20112 (v]
Location: Library (] Reason: General Tutaring I'E]
EXIT3 Help vL_'IJ
Max: 1 students. General Tutoring
Homework
Date From:01/21/2013 To:[01/25/201358 o
From:8:00a () To: 11:00a€D) Peer Study Group
— —— —|Research
Days:MON WED FRI [All| | None | | N Tutor Work Sign On
. - | Work
Divide info Slofs (HHMM): 01:00))  Activate mulfisk T
Breaks of (HH:MM): 00:006) Fl spht into sepd cave
Autobook: MNone -
[Claslow option to book weekly, Back J

defoult: Checked -

There are no overmdes for this availability

Enter in Appt

Activating this preference will display the Reason Specialties on the Appointment Entry Window (when
booking Appointments)

Appointments Entry %]
& Student: Sam Smith & Stoff: Jane Doe
ROOO0D00001
5355-555-5555
Appointment Info
Center: Demo Leaming Center = Location: Library (v]
Subject: ]T|
Reason: JTl Status: (]
Date- Exira Help - Trme: 800 AM  Too 9:00 AM

EGenerﬂlTU’rﬁrin _Appoin’rmeni Duration: 60 + minutes
Homework
Cnline Session
Peer Study Group
Research

Notes: | Tutor Waork Sign On

Work

]

Phone:

Created 00/00rooroooomo oy
Medified 00/00,/00 at 00:00:00 by

[ Save ] O Automatically create the visit when this oppointment is saved.
[ Crverride and send confirmation when this appointment is saved.
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(L) Required

Activating this preference will force users to specify Reason Specialties during their search. A search
will not be able to be performed without entering a Reason Specialty.

Locations: (_)

Activating this preference will display the Location field in the Search Availability Window. When
searching for an Availability, the user who is performing the search has the option of entering a
Location to limit the search. If the activation of this preference is desirable, make sure that during the
process of setting up Availabilities, Location is defined (See Chapter 9: Availabilities - Availability
Entry Options).

Show on Schedule

Activating this preference will display Location on the Schedule. When you hover your mouse cursor
over an Availability, Location will display.

KE':,’: drop in 1onl mulfi-percon class or group
Week Schedule 1/21/2013 Jane Do
= Mon 1/21~ Tue 1/22+
5100 AM
F00 AM

Bi00 AME w ™ ENG101 01 20112 [¥]
l?.{l-“)eral Tutoring

— E]| Aovailability: 8:00a-11:00a Derno Learning CenterlLibrar}r |

General Tutoring

10:00 AM. ™ 10:00a (3 ENG101 01 20112
General Tutoring

11:00 AM

4. e

(_) Enter in Avail

Activating this preference will display Location in the Availability Entry Window (when setting up
Availabilities).
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Single Person Availability
Center: Demo Learning Center -

[focatondLbrary

01:00D)
1)

sekhy,

Office
Max: al
Date From: Student Cx Fer D201 3
From: )
Days: RI

Subject: ENG101 01 20112
Reason: General Tutoring

Activate multislot booking: 30:60

[ Split info separate availability blocks on Save

are no overides for this availabiliby

»

m

1

(L) as Text

Activating this preference allows users to, instead of selecting from a Pre-defined list of Locations,

enter in Custom Locations as Text. Rather than clicking the Dropdown menu next to Locations and
making a selection, users can simply click in the field and Type a Location name (i.e. Room 101).

Single Person Availability
Center: Demo Learning Center -

Location: Room 101

01:00D)
D

sekhy,

O sl
Date From:| S73rY 5/2013 75
Student Center '
From:
Days: RI

Subject: ENG101 01 20112

Reason: General Tutoring

Activate multislot booking: 30,60

DSpIii‘ into separate availability blocks on Save

Back Save

ore no overides for this availability

3

S

m

1
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(_) Enter in Appt

Activating this preference will display the Location Specialties on the Appointment Entry Window
(when booking Appointments).

Appointments Entry %]

& Student- Sam Smith & Staff: Jone Doe
ROOO000001
555-355-5555

Appointment Info

Center: Demo Learning Center Location: Library |E]
Su:nfe:':l Office -
Ee::so"u:l Status:| Hall
Library
Date: 1/21/2013 IIGEN: Student Center ]
l{l“_’;] n: 60 ~ minutes

Phone:

Motes:

Created 00/00/00 at 00:00:00 by
Medified 00/00/00 at 00:00:00 by

Save | [[] avtornatica ly create the visit when this oppointment is saved.
[ crverride and send confirmation when this appointment is saved.

(L) Required

Activating this preference will force users to specify Location during their search. A search will not be
able to be performed without entering a Location.

Sections: ()

Activating this preference will display the Section field in the Search Availability Window. When
searching for an Availability, the user who is performing the search has the option of entering a Section
to limit the search. If the activation of this preference is desirable, make sure that during the process
of setting up Availabilities, Section is defined (See Chapter 5: Section - Section Specialties).

(_) Show on Schedule

Activating this preference will display Subject/Section on the Schedule: specifically next to the Time
field on the Availability itself.
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7:00 AM

S:00 AM

| Search... | Key: drop in Tonl mulfi-peron closs or group

Week Schedule 1/21/2013 Jane Doe Demo Learning Center
Wed 1/23~ Thu 1/«

Mon 1/21~ Tue 1/22~

8:00 AME ¥ 5:00s C‘ol 20112 X
General Tutoring

¥ 9:00= ( ENG101 01 20112
General Tutoring

EVS:DDE C ENG101 01 20].].2@
General Tutoring

¥ 9:00a C'|ENG101|01 20112

General Tutsnng

10:00 AM W 310:00a C ENG101 01 20112 W 10:00a C ENG101 01 20112
General Tutoring General Tutoring
= i
11:00 AM
12:00 PM r
1:00 PM w i:00p G[ACcTG1i10|z05 (%) w 1:00p & ACCT
20112 Homework 170/5 20112 Homewc
2:00 PM w 2:00p G ACCTG110 205 w 2:00p C|ACCT]|
20112 Homework [3:0/5 20112 Homeworl
3:00 PM ¥ 3:00p @ ACCTG110 205 ¥ z:00p & ACCT
20112 Homework [F0/5 20112 Homework
A:00 B

(_) Enter in Avail

Activating this preference will display Subject/Section in the Availability Entry Window (when setting
up Availabilities).

&3

From:

Days:

Date From:|01/21/20135 To:|01/25/2013:

Single Person Availability
Center: Demo Learning Center = Subject:[FNG101 0120112 [+]
Location: Library (¥ Reason Sections:
T ACCTG110 Fundamentals of
Max: 1 students. 205 20112 Financial Accounting

EMNG101 01 First Year

20112 Composition
8:00a € To: 11:00a€D) Section Group.]
| Algebra-Humanities
MON WED FRI |A_||| | ‘wh:\'ue||_' All Math

Divide info Slots (HH:MM): 01:00p)  Activate muiti-s|

ECOM ITAL
Math Section Group

Breaks of (HHMM): DD:DC@ [ Split into sepd Test This Section Group

Autobook: None -

tootina frocldom Al

[Claliow option to book weekly, [ Back ]

[ Save

defoult: Checked -

There are no overrides for this availability

T
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(_) Enter in Appt

Activating this preference will display the Subject dropdown menu on the Appointment Entry Window
(when booking Appointments)

Appointments Enfry %]

& Student: Sam Smith & Stafi: Jons Doe
ROOOO00001
555-355-5555

Appointment Info

Center: Demo Learning Center Location: Library
Subject| ENG1010120112  [¥]
Reason:| ECON195 900T 20112 = Status:
ACCTG110 205 20112 8:00AM  To: .00 AM
Date:| acc1111 202 20112 Time:

" Appointrent Duration: 60+ minutes
CIS10s 200 20112

s 01 01 201 Iﬁ

Motes:

Created 00/00)
Modified 00/00, e

Save | O Automatically create the wisit when this gppointment is saved.
[ Crverride and send confirmation when this appointment iz saved.

(_) Required

Activating this preference will force users to specify a Section during their search. A search will not be
able to be performed without entering a Section.

OTHER SCHEDULE OPTIONS:
Allow Student to Cancel Appts

This preference, when activated, allows students to Cancel Appointments. When logged in as a
Student, any upcoming Appointments will appear in the Welcome Window in the Center of your Main
Menu. These appointments can be cancelled simply by clicking on the “X” to the right of the
Appointment.
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TutorTrac Main Menu

Welcome! h’uturTrar_ Inst

In order to book an appointment, please Test for Student Main

click on Search Availability on the left e
Menu. Edited t
side of your home page. Select the Center to | - o o0 I CEMEr

book your appointment in, and follow the
instructions on that page.

profile: notice to
students.

Thank you! Hello Students!

Upcoming Appointments

Cemo Leaming Center appointrent on 17152013 of 8:00 AM
with Jane Doe .

Display Consultant Email

This preference, when activated, displays the Consultant’s email address for Students’ reference. The
Consultants’ email address will be displayed next to their Name in the Search for Availability Results.

Avdilable Time Slots:
Wed Mon Tue Wed
1/14/2013 1/21/2013 1/22/2013 1/23/2013

Testing the HIML on the AvailResulfs.
Testing the script on availresults.

Your account has ovemides, allowing you to ovemde any scheduling restnctions.

Jane Doe Jane Doe Jane Doe Jane Doe
janedoe@mrcc.edu janedoe@mrcc.edu janedoe®@mcc.edu janedoe@mrcc.edu
Library Library Library ibrary
8:00 AM - S:00 AM [3/10) 8:00 AM - S:00 AM 1:00 PM - 2:00 PM [0/5] 8:00 AM - 5:00 AM
2:00 AM - 10:00 AM [Of10) 5:00 AM - 10:00 AM 2:00 PM - 2:00 PM [0/5] S:00 AM - 10:00 AM
10:00 AM - 11:00 AM [0/10) 10:00 AM - 11:00 AM 3:00 PM - 4:00 PM [0/5] 10:00 AM - 11:00 AM

Check Student Conflict on Save Appointment

This preference, when activated, will check for any Scheduling Conflicts when students book an
Appointment. If a student has another appointment (in any center) at the same allotted time slot, the
system will prevent the student from double-booking.
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Display Consultant Alias on Availability Search

This preference, if activated, will display Consultant Alias on the Search for Availability Window.
Consultant Alias is typically used if a Consultant does not want to display their Full Name, and instead
uses an Alias for identification.

Display Notes on Appointment Entry, Students may ( )

This preference, if activated, will display any Appointment Notes in the Appointments Entry window.
Furthermore, Students may:

Edit

The “Edit” option will allow students to Edit and modify any notes entered.
View

The “View” option will only allow students to View Appointment Notes.
Hide

The “Hide” option will hide any Appointment Notes from the student.
Display Consultant Phone on Appointment Entry

This preference, if activated, displays the Consultant’s phone number in the Appointment Entry
Window. The Consultants’ phone number will also be displayed next to their Name in the Search for
Availability Results.

Appointments Enfry %]
& Student: Sam Smith & Sigi- Jane Doe

,32;?505:35%\]55 555-555-5555

Appointment Info

Center: Demo Learning Center - Location: Library
Su:n_'e:':l
Ee::so"u:[ Status:
Date- 1/21/2013 Trme: 3:00 AM  To: %00 AM

Appointment Duration: 80 ~ minutes

Phone:

Motes:
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Key: | drepin | 1enl || mulfiperson classor group = Move the mouse over an availability fo view the locafion and other instructions.

Avadailable Time Slots:

Wed Mon Tue Wed
1/16/2013 1/21/2013 1/22/2013 1/23/2013

Testing the HTML on the AvailResults.
Testing the script on availresults.

Your account has ovemdes, allowing you fo ovemde any scheduling restnictions.

Jane Doe Jane Doe Jane Doe Jane Doe
janedoe@mrcc.edu janedoe@mcc.edu janedoe@mrcc.edu janedoe@mrcc.edu
Library Library Library Library
8:00 AM - S:00 AM [3/10) 8:00 AM - S:00 AM 1:00 PM - 2:00 PM [Or5] 8:00 AM - S:00 AM
S:00 AM - 10:00 AM [0710) 9:00 AM - 10:00 AM 2:00 PM - 3:00 PM [0f5] S:00 AM - 10:00 AM
10:00 AM - 11:00 AM [0F10) 10:00 AM - 11:00 AM 3:00 PM - 4:00 PM [0f5] 10:00 AM - 11:00 AM

Allow User to Enter Visit Notes on Group Roster

Activating this preference allows Users to enter Visit Notes on Group Rosters for Group Appointments.
Attendance can be taken for Multi-person / Group Appointments directly from the Schedule, and as
students are marked as Attended or Cancelled, Visit records are created or not created appropriately.
If Students are marked as Attended and a Visit Record is created, this preference allows for Users to
enter Visit Notes for the Visit Record.

Allow User to Enter Send Emails on Group Roster

Activating this preference allows Users to be able to send emails on Group Rosters for Group
Appointments. Attendance can be taken for Multi-person / Group Appointments directly from the
Schedule, and as students are marked as Attended or Cancelled, Visit records are created or not
created appropriately. If Students are marked as Attended and a Visit Record is created, this
preference allows for Users to Send Emails directly from the Schedule through the Group Roster.

Block Students from Booking Recurring Appointments

This preference, if activated, will block students from booking Recurring Appointments (Daily, Weekly,
Monthly). This is not to be confused with the Multi-Slot function, which will still be available for users
to book multiple time slots within the same Availability.

APPOINTMENT CUSTOM FIELD:

Display Custom Field on Appointment Entry
Appt Custom Field Label

These preferences allow you to place a Custom Field in the Appointments Entry window. This custom
field will appear when the Appointment is being booked, along with the Subject, Reason, Location,
Fund, and Status fields (if you so choose). The default Custom Field is set to (Phone) and allows Users
to enter their Phone number into the Appointment Record as the appointment is being booked.
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Appointments Enfry % |

& Student: Sam Smith & Sioff- Jane Doe
RDDOODO0DT
555-555-5555 555-555-5555

Appointment Info

Center: Demo Learning Center - Location: Library
Sub_’e:':l
Re::son:l | Status:

. 00 AM  To: 9:00 AM

Date: 1/21/2013 Tim
Appointment Duration: 80 + minutes

Phone: J |

Motes:

Created 00/00f00 at 00:00:00 by
Medified 00/00/00 ot 00:00:00 by

Save | O Avtomatically create the visit when this appointment is saved.
[ override and send confirmation when this appointment iz saved.

Custom Field Required

This preference forces the Custom Field of your choice to be REQUIRED in order to “Save” or book the
Appointment.

Appointment Instructions

You can enter in this field any appropriate Instructions for users who are booking appointments. These
customized instructions will appear on the Appointments Entry Window, just above the Center
Selection Field.
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Center Profile: Redrock Tutoring

SEmar Centers Group Access Tufors 3Sections Reasons | Prefs

Log InfCut | Scheduling | Custom Fields Custom lists Emails  Nofices

Appointment Custom Field:
Display Custom Field on appointment entry
Appt Custem Field Lakel: |Phone
[ custem Fisld required

Here are the instructions to book an ‘

m

Appointment:

Appointment Instructions:

555-555-5555

Appointment Info

[Here are the instructions 1o book an Appointment: |

Center: Demo Learning Center Location: Library
Subfec':l |
Re::son:l Status:

. 8:00 AM  To: 300 AM

Date: 1/21/2013 Time:
Appecintment Duration: 60 + minutes

Phone:
Motes:

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

Save | O Automatically create the wisit when this gppointment is saved.
[C] Override and send confirmation when this appointment is saved.

Custom Choices:
A
O Dizplay Fund on Appointment Ertry [ Regquired
Appointment Status & Management:
Appointments Enfry %]
& Student: Sam Smith & Staff: Jone Doe
ROOOD00001 5555555555

Custom Choices

You can define in this field the Choices available for the first preference in this Section: Appt Custom
Field Label. Any choices that you enter in this field must be separated by a Return (Enter) character,

and will appear in the Appointment Entry Window when a user is booking an Appointment.
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Center Profile: Redrock Tutoring

Genera Centers Group Access Tuices Sections Reascors | Prefs

Loeg InfCut | Scheduling | Cusiom Fields Custom lists Emais  Nofices
Appointment Custom Feld:
Disploy Custom Field on appointment entry
Appt Custom Field Label: |Phone
[ custom Fisld required

Here are the instructions to book an ‘—

m

. . Lppointment:
Appointment Instructions:

Choice #1
: Choice #2
Custom Choices: Choice %3

[ Disploy Fund on Appointment Er.’rﬂ,fD Fequired

Appointment Status & Management:

Appointments Enfry

& Student: Sam Smith & Stoff- Jane Doe
RDOOOCO00]T
G55 ecc coec 555-555-5555

Appointment Info

Here are the instructions to bock an Appointment:

Center: Demo Learning Center = Location: Library
Sub_’ev:‘:[ |
Ee::son:[ | Status:
&00AM  To: 900 AM
Date: 1/21/2013 Time: “
Appointment Duration: 60 + minutes
Phone: %
(Choice #1 | »
Choice #2
Notes: Choice #3

Created 00400,
Modified 00/00

Iy create the wvisit when this appointment is saved.
" H send confirmation when this appointment is saved.

l Save |
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Display Fund on Appointment Entry

This preference will Display the Fund field that appears in the Appointment Entry Window.

Appointments Entry X]
% Student: Sam Smith #a Staff: Jane Doe
sl 555-555-5555

Appointment Info

Here are the instructions to book an Appointrnent:

Center: Demo Learning Center - Location: Library
Su:\_'e:':[ Fund: |T|
Ee::so"l:[ Status:
8:00 AM  To- 9:00 AM
Date: 1/21/2013 Time: °
Appeointment Duration: 680 + minutes
Phone
Motes:

Created 00/00/00 at 00:00:00 by
Medified 00/00/00 at 00:00:00 by

| [ Avtomatica ly create the visit when this oppointment is saved.
Owerride and send confirmation when this oppointment is saved.

Save

Required

This preference will force the Fund field to be completed in order to “Save” or book the Appointment.

APPOINTMENT STATUS & MANAGEMENT:
Appointment Status Choices ( )

The Appointment Status Choices Field is an area where we can define our Appointment Status Choices.
Here we can designate an unlimited amount of Status types, to accurately classify and process the data
of Appointments that occurred. Typical Appointment Statuses include: Attended, Missed, Tutor-
Cancelled, Student-Cancelled, or even Student-Missed, Tutor-Missed, Admin Cancelled, Student
Cancelled, etc...Make sure to separate each classification with a Return or Enter character.

Status for Attended (___ )

The Status for Attended field allows a user to rename one of the two most important statuses that
need to be defined in the system: Attended and Missed. The desired name should be entered in the
text field, and also should be included in the preference #1 above: Appointment Status Choices.

Status forMissed (___ )
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The Status for Missed field allows a user to rename the second most important status: Missed. The
desired name should be entered in the text field, and also should be included in the preference #1
above: Appointment Status Choices.

Missed Appointments, Change Status to ( ) automatically each night

This preference involves the Automated Event “Missed Appts” mentioned in the Intro / Definitions
section. To briefly summarize, the “Missed Appts” automated event basically checks all Visits that have
occurred within a time period, and attempts to link these Visits to the correct Appointments. If an
appointment, let’s say was set to occur at 12:00 pm on Monday, and the student who booked the
appointment logs in at 11:45 am, and signs out at 01:15 pm. Later that night, the “Missed Appts”
automated event runs and sees that our student made a visit for an hour and a half. The system also
recognizes that the time frame matches that of the Appointment (to a degree of tolerance that you
set, i.e. +/- 15 minutes), and therefore successfully matches the Visit to the Appointment, and marks
the Appointment status as Attended.

On the other hand, let’s say our student does not show up for the Appointment. In this case,
the system recognizes that there was no Visit made on Monday by said student. Consequently, the
system does NOT link the Visit to the Appointment, as no visit occurred. This preference then comes
into play, as the system will then modify the Appointment Status to whatever Status you define here,
for example, “NO Call NO Show”, if the status of “missed” is insufficient or you want to further
define/classify the status of an Appointment.

Student Max Missed ( ) appts, since ( )
Change Center Student Status to ( )

The Student Max Missed Preference determines exactly how many Appointments a student can miss,
and if so, what happens to the student’s Status as a result? For instance, let’s say we set a limit at 3
max Appointments missed within a Semester’s date range. Let’s also say if such a situation were to
happen, we would then change the students’ status to BANNED. In this case, if a student were to miss
3 appointments within a semester and subsequently attempted to book another Appointment, the
system would return with a message indicating the students current status of BANNED, and the reason
(missing 3 appointments).

Appointment Fund Choices (________ )

The Appointment Fund Choices Field is an area where we can define the different classifications of
Funds. Here we can designate an unlimited amount of Fund types. Make sure to separate each
classification with a Return or Enter character.

Appointment Location Choices ( )

The Appointment Location Choices Field is an area where we can define Locations within
Appointments. Location is typically used to further designate a location within a Subcenter - for
instance, Writing Center: Location - Room 103. Make sure to separate each classification with a Return
or Enter character.
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OTHER SCHEDULING BLOCKS:

The “Other Scheduling Blocks” section allows a campus to devise Rules regarding Scheduling. The
following parameters will PREVENT a student from booking an appointment, if certain rules are broken.

Prevent a student from booking an appointment if any of the following is true:

Maximum of (__) Appts with Status = ( ) from ( ) to ( )

This preference (similar to Preference #4 under Appointment Status & Management above) allows a
campus to create a Scheduling Block based off of any Appointment Status. If, for instance, your campus
has created an Appointment Status of “Student Cancelled”, and you would like to prevent students who
have Cancelled 3 appointments from booking any further appointments, we could set a maximum limit
at 3 Appointments with a status of “Student Cancelled” for this semester.

Maximum of (__) Appts with Status = ( ) from ( ) to ( )

This preference is the exact same as Preference #1 above, and is available to set a rule involving a
different Appointment Status.

Prevent booking when Student Status is ( )

This preference will simply prevent a student from booking if said student’s status is . To use
an example from earlier, if a student status is BANNED from missing 3 appointments, and this
preference has been set to BANNED, said student will not be able to book appointments for the
remainder of the time period that you defined.

Prevent booking for more than ( ) consecutive appointments Same Consultant, (_) for the
same student

This preference, if activated, will prevent a user from booking consecutive appointments with the
SAME Consultant, OR for the SAME Student.

SEARCH AVAILABILITIES:

Center Description/Instruction on search

The Center Description/Instruction on search field allows a user to enter Custom Instructions on the

Search for Availability Window. HTML tags are acceptable in this area. Click on the < icon on the
bottom right corner of the text box to expand the field.
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Center Profile: Redrock Tutoring

Genergl Centers Group Access  Tuiors Sectfiors  Reasorns | Prefs

<b>Please choose a center and a
course and then click Search to

Center description/instruction on search: find available tutors.</b>

Student:
1 Sam Smith

Center:

Demo Learning Center

Please choose a center and a course and
then click Search to find available tutors.

Consultant:
Section:

From:

(01/15/20135
To:
(01/29/20135

Time:
8:00a to 9:00p

Days:

MON_TUE WED THU FRI

Search |

Instructions when no Availabilities Found

The Instructions when no Availabilities Found field allows a user to enter Custom Instructions in the
Search for Availability Window, when no results have been found. HTML tags are acceptable in this

i

area. Click on the ' icon on the bottom right corner of the text box to expand the field.
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Sorry, there were no availabilities
found. Please email <a
href="mailto:supportl@go-redrock. com™>

Instructions when no availabilities found: supportlioo-redrock.com </a> if you
need assistance scheduling an
appointment.

Key: [ dropin | 1enl | mulfiperson closs or group | Move the mouse over an availability to view the location and other instructions.

Avadilable Time Slots:

Tesfing the HTML on the AvailResulis.
Testing the script on availresults.

Your account has ovemrides, allowing you to overide any scheduling restncfions.

Mo resulfs found.
Sorry, there were no availabilifies found. Please email support@go-redrock.com if you need assistance scheduling an
appointment.

Show Consultant Choice on Search, if not, use ( )

Activating this preference will allow Users to Choose a Consultant when Searching for an Availability.
The text field to the right of the word “use” has the ability to define a couple of options. If left blank,
ALL consultants will be available in selection. A specific Consultant name can be typed here to display
a SINGLE Consultant. Entering in the phrase “CHOICE REQUIRED” will force Users to select a Consultant
before a search can be performed.

Consultant Choices Script (___ )

Allows for customizations of Consultant choices. Contact Redrock Support for details (support@go-
redrock.com)

Show Reason on Search, if not, use ( )

Activating this preference will allow Users to Choose a Reason when Searching for an Availability. The

text field to the right of the word “use” has the ability to define a couple of options. If left blank, ALL
Reasons will be available in selection. A specific Reason can be typed here to display a SINGLE Reason.
Entering in the phrase “CHOICE REQUIRED” will force Users to select a Reason before a search can be

performed. If the Reason choice is required, make sure to define Reasons when creating Availabilities

and Appointments.

Reason Choices Script (L)

Allows for customizations of Reason choices. Contact Redrock Support for details (support@go-
redrock.com)

Show Section on Search, if not, use ( )

Activating this preference will allow Users to Choose a Subject/Section when Searching for an
Availability. The text field to the right of the word “use” has the ability to define a couple of options.
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If left blank, ALL Subjects will be available in selection. A specific Subject can be typed here to display
a SINGLE Subject/Section. Entering in the phrase “CHOICE REQUIRED” will force Users to choose a
Subject before the search can be performed. If the Subject choice is required, make sure to define
Subjects when creating Availabilities and Appointments.

Show Location on Search, if not, use ( )

Activating this preference will allow Users to Choose a Location when Searching for an Availability. The
text field to the right of the word “use” has the ability to define a couple of options. If left blank, ALL
Locations will be available in selection. A specific Location can be typed here to display a SINGLE
Location. Entering in the phrase “CHOICE REQUIRED” will force Users to select a Location before a
search can be performed. If the Location choice is required, make sure to define Locations when
creating Availabilities and Appointments.

Allow Dates on Search, Default from (__) to (__) days

The Allow Dates on Search preference allows a user to enter a Date Range during a Search for
Availability. The Default values field will define the values that automatically populate when the
Search for Availability page first loads (i.e. O to 14 days).

Allow Days on Search, default: (WONTUEWEDTHUFRI)

The Allow Days on Search preference allows a user to specify Days of the Week during a Search for
Availability. The Default values field will define the values that automatically populate when the
Search for Availability page first loads.

Allow Times on Search, Default from ( ) to ( )

The Allow Times on Search field allows a user to define a Time Range during a Search for Availability.
The Default values field will define the values that automatically populate when the Search for
Availability page loads (i.e. 08:00 to 21:00).

When searching, all users will find:
Drop-ins (_) Multi’s (class/group) (_) 1on 1’s (_)

This preference can limit Users Search for Availability to only the Availability Types that you define.
Keep in mind though, that this applies to Center Profiles (global to all Subcenters) and not individual
Subcenters. So for instance, if all of your Subcenters under 1 Center Profile did NOT do drop-in
availabilities (only appointments), we can uncheck the Drop-ins checkbox for this preference, and
these types of availabilities will not appear in the Results of the Search for Availability.

When searching, all students will find:
Drop-ins (_) Multi’s (class/group) (_) 10on 1’s (_)

This preference can limit STUDENTS’ Search for Availability to only the Availability Types that you
define. Keep in mind though, that this applies to Center Profiles (global to all Subcenters) and not
individual Subcenters. So for instance, if all of your Subcenters under 1 Center Profile did NOT do
drop-in availabilities (only appointments), we can uncheck the Drop-ins checkbox for this preference,
and these types of availabilities will not appear in the Results of the Search for Availability for the
STUDENTS group.
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Show Consultant Location on Availability Results
This preference if activated will display Consultant Location on Availability Results.
Show Consultant Classification on Availability Results

This preference if activated will display Consultant Classification on Availability Results. Consultant
Classification is typically used to classify or differentiate Groups of Consultants, for instance,
Professional Tutors, Student Tutors, or Assigned Advisors etc..

Appointment Configuration Options

Group Access Scheduling Preferences

The second major area of Configuration Options for Appointments is located in your Group Access
Preferences. Group Access settings determine which Groups of Users are able to Access the Schedule.
The Group Access Preferences define in detail specific levels of access.

To get to your Group Access Settings, hover over the Search Glass on the right side of your Trac
Navigation bar (top left corner on Main Menu). Select Center Profiles and click on your Center Profile.
Select the Group Access tab.

Center Profile: Redrock Tutoring % |
Ganerg Centars | Group Access | Tufors  3ectfions  Reascns Prefs
This center's groups: @ G
Log Visits  View Visits Reports |3chedule| Admin
Consultant O =

Ussrs: st
Conzultants: 14 linked

KIOSKS:

To add access to the Schedule for a particular Group, check the box next to Schedule for the chosen
Group. The “Schedule” Function determines whether or not this group has the ability to view the
Schedule. Click on the Group Name to access the individual Group’s settings. For this example, we’ve
used the Consultant Group.

227



Groups Entry % |
ID: 110
Group Mame:|Consultant
Center Access  User List  KHOSK List Student Enfry Log InfOut Admin f Modules  Resirictions
@
Scheduling Freferences:
Allow User o Access Schedule
Allow Uszer to Create Appointments not linked to Availakilities
Allow 'move to’ functionality in appointment entry
Allow 'move to’ for moving to other consultants in some center
[l show Consultant Classification on Day Scheduls
¥ Show Consultant Location on Day Scheduls
[C] Allow User to View Student Phone on Schedule | Phone1 |Z|
Allow Uzer to View Student Email on Schedule
l Save | l Back Mo deletion allowed, 1 users asscciated with this group.

Allow User to Access Schedule
Activating this preference gives the selected Group of Users the ability to Access the Schedule.
Allow User to Create Appointments not linked to Availabilities

Activating this preference allows the selected Group of Users to create appointments that are NOT
linked to Availabilities. Typically Appointments must be drawn from an availability, however this
preference will Override this rule.

Allow ‘move to’ functionality in appointment entry

Activating this preference allows the selected Group of Users to Move appointments by using the “move
to” function in the Appointment Entry window. The “move to” function allows a User to quickly assign
the Appointment slot to another Consultant by performing a live search for availabilities. If an
availability that matches the criteria entered is found, the Appointment’s assigned Consultant can be
quickly switched by clicking on the blue “Change” icon after a Consultant has been selected.
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Appointments Entry %)

#a Student: Sam Smith & Stofi: Jans Doe
000000001 CLC_CLL CCLCC
535335353335 . M
Appointment Infe | Visit Info Document  Admin
Here are the instructions to book an Appointment:
Center: | Demo Learning CenterE ccation: Library
Subject: Fund:
Reazon: Status:
9:00 AM To: 10:00 AM
Date: 1/21/2013 Time:
Appointment Duration:| 60 E minutes
Phone
MNotes:

Allow ‘move to’ for moving to other consultants in same center

Activating this preference allows the selected Group of Users to use the “move to” function to move
Appointments to Consultants in the SAME center.

Show Consultant Classification on Day Schedule

Activating this preference will display for the selected Group of Users the Classification of Consultants
on the Schedule. Classification can be used to further categorize the Consultant Group and classify
Consultants by different types. Typical Classifications used are Student Tutors, Assigned Advisors, or
Professional Consultants.

Show Consultant Location on Day Schedule

Activating this preference will display Consultants’ Locations for the selected Group of Users on the
Schedule. Location can be used to further designate a Classroom, Office, any type of Room that exists
within your Subcenter(s). Consultants may enter a Location in their Consultant profile to indicate a
central location or a common meeting area.

Allow User to View Student Phone on Schedule (Phone1)

Activating this preference will display for the selected Group of Users Student Phone numbers directly
on the Schedule.

If you hover your mouse over an existing Appointment:
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7:00 AM

8:00 AMSw 5:00a (% ENG101 01 20112 (x|
General Tutoring

3:00 AM[<r S:f0= RO0O0OOD001 Smith, IEI
54 J i

Ew ;002 (& ENG101 01 20112 [X]
General Tutoring

 9:00a (& ENG101 01 20112
General Tutering

10:00 AM

0120112

General Tui-:‘;ring

11:00 AM

= ml Appointment: 9:00a-10:00a RO00000001 Smith, Sam = Library RO00000001|555-555-5555 L1

General Tutering

In the Appointment Entry window:

Appointments Entry
& Student: Sam Smith

Appointment Infe | Visit Info

Here are the instructions to book an Appointment:

Center:| Demo Learning Centerlzl

Status:
9:00 AM
Date: 1/21/2013 Time:
Phone:
Motes

& Stoff Jane Doe

CCC CoC Cooh

1

To: 10:00 AM

Appointment Duration:| 60 |Z| minutes

Automatically create the vizit when this appointment iz zaoved.
Owermde and send confirmation when this appeintment iz saved.

Allow User to View Student Email on Schedule

Activating this preference will display for the selected Group of Users Student Email Addresses directly

on the Schedule.

If you hover your mouse over an existing Appointment:
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KE':{! drop in Tonl multi-person class or group

Mon 1/21~ Tue 1/22~ Wed 1/23~
;:;:u:un AM
7:00 AM
8:00 AM=w 8:00a ( ENG101 01 20112 (x] Ew3:00a * ENG101 01 20112 [%]
General Tutoring

General Tutoring

9:00 AMO< S:00
5

= RODOO0D0001 Smith, [x]

Week Schedule 1/21/2013 Jane Doe Demo Learning Center

¥ 9:00a (U ENG101 01 20112

i Gensral Tutaring
10:00 AM| Y Appointment: 9:00a-10:00a RO00000001 Srith, Sam : Library RO00000001 555-555-5555 T R
Gen |support@go—redrock.com|
%

11:00 AM

In the Appointment Entry window:

Appointments Enfry

& Student: Sam Smith & Siaff: Jane Doe
RODO00000 | support@go-redrock.com ccc

555-555-55 | 555-555-5555

Appointment Info | Visit Info  Document  Admin

Here are the instructions to book an Appointment:
Center: Demo Learning Center -

Stotus:
- 9:00 AM  To: 10:00 AM

.Apao'r‘ime"lf Duration: 680 + minutes

Date: 1/21/2013 Tim

Phone:
MNotes:

Created 1/14/2013 at 0B:29:57 by Jane Doe [170]
Modified 1/14/2013 ot 08:33:34 by Jane Doe [170]

Save | O Automatically create the visit when this oppointment is saved.
; [ crverride and send confirmation when this appointment is saved.
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Appointment Status

Appointment Statuses can be defined in your Center Profile Prefs Tab (See Appointment Status &
Management section above) and fully customized to include any status that your campus deems as
necessary. The three major default statuses for Appointments are Attended, Missed, and Cancelled.
However, campuses commonly add additional statuses to further differentiate or associate meaning.
For example: Student Missed, Tutor Missed, Student Cancelled, Tutor Cancelled, or No Call No Show
(NCNS).

Appointment records can be processed in several different areas within your Trac system. As an
Administrator, Front Desk Worker, or Consultant with the appropriate privileges, we can access the
Schedule (TracMan > Schedule). We can then process Appointment records based on Consultant
selection. Click on a Consultant’s name in the Personnel List to bring up their weekly Schedule.

Demo Learning Center
Bart, Joe & B
Biguns, Texas &

% =
Booth, Dowid &5 £
[l I
v 4

I_,-CC— Jamne 08

Halter, Jon &~ &8

m

Martfin, George o B
Nash, Billy & =
Romos-TT, liana & &
Smith, Jonathan & &
Tester, Buck ¢ BB

Demo Adwvising Center
Bagley, Heather &
Duckson, Dowvid o

3
i3
Fox, George &H &
Godwin, Jemy o &

Croacr |lakbe A B

Click on the time slot of an Appointment that displays as a blue hyperlink to open that Appointment
record.
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(ey: drop in Tonl rmutti-person class or group

Week Schedule 2/18/2013 Jane Doe

18+ Tue 2/19~ Wed 2/20~ Thu 2/21~ Fri
5:00 AM
7:00 AM

8:00 AM

2199
il

9:00 AM

10:00 AM [E=|Li0:08= k000000001 Smith, x| [~ 10:00a ROOO000001 Smith,(x)
Sa ; Sam :: *
Appointment: 10:00a-11:00a RO00000001 Srith, Sam :: Library RO00000001 s
11:00 AM O ;‘1: 555-555-5555 wii:00a &
ay
7, _
12:00 PM | SNPTERHERTE O~ 12:00p RO00000120 Cook, (X
Deb M :: *
A
1:00 PM
2:00 PM
3:00 PM

In the Appointment Entry window, we are able to modify the Status of the Appointment, or any other
field (if given sufficient privileges). As a Consultant, the fields that are usually the most important are

the Status and Notes fields.

Appointments Entry
& Student: Sam Smith & Sioff Jane Doe
ROQOOD0001
555-555-5555 355-355-3533

Appointment Info | Visit Infe Document Admin

Here are the instruchons to book on Appointment:

Center: Demo Learning Center - Location: Library
Fund:
Reason: General Tutoring %
Date: 2192013 Time: IAﬁendEd q I
student Missed - | rminutes
none Tutor Cancelled
Recuning Appt Type: [(Rock future weekly available slots Staff Cancelled

2/38/2013, 3y5/2013, 3/12/2013, 3M19/2013 Admin Cancalled

Phone: Tutor Missed
STUDENT CANCELED

Motes:

m

3
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Appointments Enfry
& Student: Sam Smith & Staff: Jane Doe -
ROCOO00001 i
G- DG 3000 DI DI IIID
Appointment Info |~ Visit Infe Document  Admin

Here are the instructions to book an Appointment:
Center: Demo Learning Center Location: Library
Fund:
Stotus: Attended
1000 AM To: 17:00 AM

.Appcinfrreni Duration: 60 + minutes

Reason: General Tutoring

Date: 2/19/2013 ime
none

Recurring Appt Type: [Bock future weekly available slots
2/26/2013, 3/5/2015, 5/12/%013, 3/15/2013

m

Phone:

Enter Appointment Hotes here:|

Click Save to Save the Appointment Record.

As a Consultant, Appointment records can also be accessed through the Schedule Tab in the Center of
your Main Menu.

Trac Navigation: Log Student:
Enter StudentlD and click return/enter on keyboard
3 q Student D:I :)\
@ Appointments TutorTrac Main Menu
W Click fo view the Welcome!_||_Utiization | Schedule Enter work vid
schedule.
Thu 2/14~ Fri 2/15+ Sat 2/14~ St -
You may ako search for —
availabilities.
6:00 AM
switch to mobile version 7:00 AM
pad/tablet phone
2:00 AM
9:00 AM
10:00 AM DvRooooooom Smith, 3] 3
3 &
11:00 AM O 11:0 Appointment: 10:00a-11:00a R000000001 Smith, Sarn :: Library * RO00000001
Deb [ 555-555-5555
2
12:00 PM ¥12:00p C
1:00 PM
o
2:00 PM
200 DR |
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Appointment records can also be accessed through the Student Record (with appropriate privileges).
Student Records can be accessed from the Student Listings (Search Glass > Students) through a Search.
If you are searching for one student, a convenient method of searching can be to simply type the last
name (comma separated) and first name or ID number in the Trac Navigation bar in the upper left
corner, and select the student record as it appears below.

Trac Navigation:

*  smith, sam Q
3 records found. cick to show.
RO0D0A 20:0:0 Sam Smith
RODDODTFES3E Sam Smith

p |rooo0ODORL Fam Smith |

From the student record, select the History Tab and navigate to the Appointments subtab.

Student Entry %]
Ceneral info Documents SAGE  Visit Surmmary Closs Scheduls

1D ROCOODO001
Mame: Smith, Sam
Status: ACTIVE

Visitz | Appointments | Prog Fpts  Registrofions  Resources  Messages

I—-)\ 28 appointments found S

»

Date f Time Dwr (hrs) Subj / Reason Cenfer Staff Status
2/15/2013 10:00 AM 1.00 ! Demo Learning Center Do, Jane (%]
2/8/2013 10:00 AM 1.00 ! Dermao Learming Center Croe, Jane a =
2/1/2013 10:00 AM 1.00 ! Demo Leaming Center Coe, Jane (%]
2222013 10:00 AM 1.00 ! Dermao Learming Center Croe, Jane a
2/19/2013 10:00 AM 1.00 fGenenal e Learming Center Doe, Jane a9 |4
Tutaring
ECOM195 00T
2/18/2013 11:00 AM 0.50 20112 § General Demo Leaming Center Ramos-TT, liana a
Tutoring
| 2715720132 10:00 AM 1.00 7 Demo Learning Center Doe, Jane (%] |
d ECOM195 9007
2/11/2013 11:00 AM 075 20112 § General Demo Leaming Center Coe, Jane B Missed
Tutoring
2/5/2013 10:00 AM 1.00 ! Demo Leaming Center Coe, Jane (%] g:’:{'ﬁfj -
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Chapter 11: Visit Records

Recording visits is essential to providing accurate data of the students that have utilized services
offered. Visit Data can be collected a variety of ways: Logging students in and out, through Quick
Visits, through Batch Visits, and through Appointments.

Recording visits through: The Log Listing

The Log Listing is an electronic form of a sign in sheet and simply displays the students currently logged
in to your Centers. The Log Listing is only shown to users or consultants with the privileges to view this
information. These screenshots represent the view of a user that has sufficient privileges to see this
information.

To get to the Log Listing, click on the TracMan Icon on the left side of the Trac Navigation. Click Log
Listing to access the electronic sign in sheet.

Main MEI'ILIT'"H llﬂ“.ﬂﬂ'”}_n:
Log listing ]1
Schedule
Reports
My Prefs
“ Log items Listing &3
- - 2 Lag tems found
] Time In Center / Reason / Subj Consultant
ROOO000001 , Demo Learning Center
. 1/11/2013 . i
¢ Smith, Sam B 0.41 AM General Tutoring HDoe, Jane ©
ACCTG11020520112
.\ RG{?ODDI 19 s - 1/11/2013 Demo Advising Center t? I )
¢ Shirley, Sandra & & .45 A\ General Advising First Available @

Students sign in when they arrive and sign out when they leave. This allows you to track when and
where students are visiting, for how long, and for what reasons.
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How to log students in and out

The Log Listing allows users to enter a form of student identification in the Log Student window at the
top of the page. This may be a numeric Student ID, Barcode, Username, or Full Name (entered Last,
First). Enter the student identification and press the Enter/Return key on your keyboard. Students may
even scan the barcodes or swipe the magnetic strip on their Student IDs to log in.

Trac Navigation: Log Student:

Enter StudentiD and click retum/enter on keyboard
Q S REDROCK
COMMUNITY COLLEGE

| Enter a student ID and press [enter] | Redosk - Redrock Tutaring
o Log items Listing &3
0 Log Hems found
ID  Time In Center / Reason f Subj Consultant

When the Trac system finds your student, they will be asked to select a center. The student can select
the appropriate center and click Log In. If only one center choice is available, your Trac system will
automatically make the choice and move on to the next screen.

Choose A Center (%]

sam,
Please choose a center to log in or out of:

Are you Iogging‘ In ‘or‘ Out ‘2

Please select a Center:

Demo Advising Center -
Demo Learning Center

m

Log,In

Now typically the student will be asked to select a Subject and a Reason for their visit. The Subject
and Reason choices are collected from the Sections and Reasons set up in your Profile. You can find
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instructions on setting up your Sections and your Reasons in the Set Up Sections and the Set Up Reasons

sections in this guide. The student will select from the available Sections and Reasons and click
Continue.

Choose A Reason (%]
Sam,
Please choose a reason and subject for the visit:

Select a Subject: Select a Visit Reason:

ECON195 900T 20112 ECON195-900T +| |Extra Help -
ACCTG110 205 20112 Fundamentals of Financial Accounting ‘General Tutoring
ACCTG111 202 20112 ACCTG111-202 Homework
CIS106 200 20112 CI15106-200 Online Session
Peer Study Group
Research
Contjnue

Alternatively for AdvisorTrac, Subject choice can be replaced with Consultant Choice, or more

specifically a dropdown Menu with a list of Advisors available at your Center. Students who log in will
then select an Advisor as well as a Reason for their visit.

Choose A Reason %]

Sam,
Please choose a reason and subject for the visit:

Please select an Advisor for your visit:  Select a Visit Reason:
First Available i Career Counseling

Advisor, Demo | Change Major

Avolano, Frank FAFSA Applications
Bagley, Heather = General Advising
Duckson, David Graduation Prep

Fox, George Orientation

Godwin, Jerry Section-Reason Test
Greer, John

Halter, Jon

Kiljoy, Dr. - -

Coqﬁnue
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The Log Listing now shows the student that is currently signed in for a visit.

Trac Navigation: Log Student:
D and click retum/enter on keyboard
Q REDROCK
COMMUNITY COLLEGE
Redrock - Redrock Tutoring
(7) Log items Listing %]
- - 1 Log ttermns found
D Time In Center [ Reason [ Subj Consultant
RO0O0O000001 1/11/2013 Demo Learning Center | |
# Smith, Sam & General Tutoring HMunassionea ©
10:09 AM 1
ACCTGT10 20520112
For AdvisorTrac:
Trac Navigation: Log Student:
D and click retum/enter on keyboard
Q REDROCK
COMMUNITY COLLEGE
Redrock - Redrock Tutoring
L2 Log items Listing %]

- - 1 Log ltems found

D Time In Consultant

ROOOOO0001
# Smith, Sam &

Center [ Reason J Subj

1/14/2013 Demo Advising Center t?
3:16 PM Change Major

waiting to see o

First Available ©

The Log Listing for AdvisorTrac contains an icon unique to AdvisorTrac. AdvisorTrac utilizes the
“Waiting Room” function, which allows Centers to collect Wait Time as well as actual Visit time. The
distinction can be made directly on the Log Listing by clicking on the icon of the person watching the
clock.

2 Log items Listing 3
- - 1 Log hems found
D Time In Center f Reason / Subj Consultant
ROOO00000T i ®
/ Smith, Sam & 1{’14;’2[]]3 Demo Adumlng Center o
3:47 PM Ch{]ﬂge |‘-.-’I{:1]or st Available

Clicking on this icon will proceed to change the “waiting to see” message to a “being seen by”
message, indicating the transition from Wait Time to actual Visit Time.
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o, Log items Listing %]

- - 1 Leg terms found

[[v] Time In Center f Reason J Subj Consultant

ROOCCO00OT HEH

. 1/14/2013 Demo Advising Center : S
- being seen b
¢ Smith, Sam & 5 ;%0 Change Major ﬂ_m ©

When the student has completed their visit, they need to sign out to end their session. You have
several options available to sign the student to sign out of the visit. You can re-enter a numeric
Student ID, Barcode, Username, Full Name (entered Last, First) in the Log Student window, or use a

Barcode Scanner to populate the field. There are also several icons on the Log Listing that will begin
the Logout process.

© Log items Listing X
- - 1 Leg terms found
1D Time In Center [ Reason [ Subj Consulbant
» E?ﬁ?ﬁ? O[;Em 1/14/2013 Demo Advising Center I“i | ingseenty @
: : 3:47 PM  Change Major Doe, Jane

=
You can begin the Logout process by clicking on the Exit icon = or the image of student and

Ly

consultant shaking hands .

Any of these options will direct a user towards the Visit Entry window. The Visit Entry window that
appears during the Logout process may contain Custom Questions used for obtaining additional
feedback about a session. Consultants or Students may enter Visit Notes here as well.
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Visits Entry

How was your visit¢ Great ~
Would you come back for more tutorings Yes -
Would you recommend us to a friend? Yes ~

Enter Vi=sit Hotes hEIEl

Visit Notes:

Continue

In AdvisorTrac, Advisors typically enter notes

Visits Entry

Flease enter the note regarding the visit with Sam Smith

Visit Notes:

What Counselor did you see: -

Continue
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Recording Visits Through: Quick Visits

Quick visits are typically used for decentralized visits, or in other words, when Visits occur outside of
your Centers. In these instances, Students and/or Consultants are not able to login/logout at the time
of the Appointment or Visit, and data must be entered into the system after the session has occurred.

QUICK VISIT: CONFIGURATION OPTIONS

Create g Quick Visit
Creafe a Batch Visit

To add the Quick Visit Utility to your Main Menu, go to your MyPrefs: (TracNav > TracMan > MyPrefs),
and select Quick Visit.

My Preferences Eniry &3

Main Menu Opfions:
[seq #:553

undefined

Quick Visit
Attendance
Tip of the Week
Color Picker
Center Stotus

News Feed

Feed URI: http://news search.yahoo.com/news/rss?p=Education&ei=UTF-8&f»

v
v
v
2
v

To add access to the Quick Visit Utility for a particular Group, go to your Group Access: (TracNav >
Search Glass > Center Profile > Group Access) and simply check the box next to Log Visits To for the
chosen Group. The “Log Visits To” Function determines whether or not this group has the ability to Log
students in and out, and included in this function is the Quick Visit Utility.

Center Profile: Redrock Tutoring 3

General Cenfes Group Access Tutor  Jections Rearons Prefs

This cenler's groups: (7 =

Log Visits | View Visits Reports Jchedule  Admin
Consultant [+ O =

Users: festd

Consultants: 14 linked

KICSKS:
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Creating a Quick Visit: User Info

From your Main Menu, click on “Create a Quick Visit” on the left hand side underneath the
Appointments Link.

The first tab selected upon clicking the “Quick Visit Link” will be the Visit Info Tab. Here in the Visit
Info tab, you can add the appropriate data for the session that occurred. Fill in the student ID number,

Date, Location (if necessary), Center, Reason, Subject, Time in/Time Out, Consultant, and any Visit
Notes that may apply.

Visits Entry %

Visit Info | Student Info Prew Visits

Student ID: 1 Student Mome: Smith, Sam
Date:m Time In: 1:00p @
Locafion: Student Center Time Out: 2:00p @
Center Demo Leamning Center - Jubject: ACCTGTI020520112
Reoson: General Tutoring Consultant: Doe, Jane

Enter Visit NHNotes here

Motes:

Chooze o center and click 3ove before custom visit fields will oppear.

l Save |[ Save and New |
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Recording Visits Through: Batch Visits

The Batch Visit Utility can be used to enter Visit data for Group or Multi-person Visits.

BATCH VISIT: CONFIGURATION OPTIONS

Create g Quick Visit
Creafe a Batch Visit

To add the Batch Visit Utility to your Main Menu, go to your MyPrefs: (TracNav > TracMan > MyPrefs),
and select Quick Visit. The Batch Visit Utility will be located on the left hand side of your Main Menu
just underneath Appointments and the Quick Visit Utility.

My Preferences Entfry %

Main Menu Opfions:
[seq #:553

undefined

Quick Visit
Attendance

Tip of the Week

v
v
v

v
v

Color Picker
Center Status
News Feed

Feed URI: http://news.search.yahoo.com/news/rss?p=Education&ei=UTF-8&f»

To add access to the Batch Visit Utility for a particular Group, go to your Group Access: (TracNav >
Search Glass > Center Profile > Group Access) and first check the box next to Log Visits To for the
chosen Group. The “Log Visits To” Function determines whether or not this group has the ability to Log
students in and out, and included in this function is the Quick/Batch Visit Utility.

Center Profile: Redrock Tutoring % |
Ganeral Centers  Group Access  Tutors  Sections Reatons  Prefs
This cenler's groups: 7 -
Log Yisits | View Viits Reports Schedule Admin
Consultant [+ O =
Users: feshd

Consultants: 14 linked
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Additionally, there are three preferences that we also recommend activating under the “Log In/Qut”
Tab in your Group Access preferences. These preferences control access to additional options for your
Batch Entry Utility.

Groups Entry X
D: 110
Group Name: Consultant
Cenfer Access Userlist KIOSK List Scheduling Student Entry Log In/Cut  Admin f Modules Restrictions
()
Log Options:
[¥] Allow User to Log Resources in and out -
V| Allow User to view logged out tems on log lsting
Y| Allow User to view work visits on log listing
V| Show student photos on listing
Show Visit Center on log bsting
V| Show Visit Reason on log ksting
[¥] Show Visit Subject on log Esting
Use larger font on log student dialog
Batch Visits: =
¥l Show 5| Bateh Entry Option
¥ show Visit Batch Entry Option
V] show Visit Scans Batch Import [customization required by Redrock Sofftware)
.ff‘?-:en:icr.:e Tracking:
| Allow user to fraock attendance (only centfers where log visit is enabled)
Constrain center to: (no constraint) - L
Save Back | Mo deletion allowed, 1 users associated with this group.

Show SI Batch Entry Option

The SI Batch Entry option allows a user to conveniently pull student ID numbers from Course Enrollment
in order to mark attendance. The SI Batch Utility is typically used for Group appointments such as Sl
sessions, Exam reviews, and Orientations, etc..., and allows a User to draw Attendance by Subject or
Section. For example, if a Consultant hosts a Math 110 Exam Review for a specific section, the
Consultant can conveniently draw the student listing for the Math 110 section (i.e. Math 110 - 11370)
and mark attendance by simply checking the checkboxes next to the attending student’s name.

Show Visit Batch Entry Option

The Visit Batch Entry allows a user to pull student ID numbers based off of a search. After performing
any search (Search, Utility Search, Power Search) in the Student Listing (TracNav > Magnifying Glass >
Students > List Options), the Visit Batch Entry will mark the “Selection” attended, based off of the
search the user performed.
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Show Visit Scans Batch Import

The Visit Scans Batch Import allows a user to export data from a Card reader. This data could include
student ID’s, Visit Time, Location, etc...(contact Redrock support for more details support@go-
redrock.com)

Creating a Batch Visit: User Info

From your Main Menu, click on “Create a Batch Visit” on the left hand side, underneath the
Appointments Link. When you click on “Create a Batch Visit”, the system will first prompt you to
Choose a Center:

Visits Entry %]

Please choose a center before performing o batch process:

Choose...

Center: Demo Learning Center -

After clicking “Choose”, you will be taken to the Batch Visit Entry form.

Batch Visit Enfry 23
Date: 01/14/2013( Time In: 12:00p€D)
Time Qut: 'IEZUUFZ»@
Center: Demo Learning Center Consuliant:
Reason: Location:
Section:
5l Bofch Enfry  Batch Scan
10 [SELECTED for prev 33824 students) [[] Remember Notes
Motes:

Create Visit(s) |

Similar Visits: [zome daote, center & consuliant)
1 Visits on 01/14/2013 in center Demo Learning Center for
Smith, Sam CIS106 200 20112 Online Session
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1. Batch Entry

The first tab selected will be the Batch entry tab. Here you can add the appropriate data for the group
session that occurred, similar to the process for the Quick Visit Entry form. Fill in the Date,) Time
in/Time Out, Consultant, Location (if necessary), Center, Reason, Subject (Section), and any Visit
Notes that may apply in the “Notes” field below.

The last criteria that we need to add will be ID numbers for the group of students that attended the
session. In order to handle entering these ID’s in an efficient manner, the Batch Visit Utility is able to
draw ID numbers based off of a Search in your Student Listings. For this next example, we’ve defined
our search using the course ENG 201.

In your Student Listings (TracNav > Search Glass > Students), click List Options > Search. Navigate to
the Registration Tab to the right.

Students Search %]
Enter the student search critena:
Search opfion: Mew Search -
General Info Visit Info Campus Custom Fields  Other Cusfom Info SAGE Referrals | Regisiration | Appoinfments  Documents
Course:
Term 10:
Grade:
Instructor:
Search

Here we will enter the Course Title as ENG201, followed by the wildcard (@) symbol to include All
sections for this subject - i.e. ENG201-11370, or ENG201-12457.

Students Search %]

Enter the student search critenia:

Search opticn: New Search -
Ceneral Info Visit Info Compus Custom Fields  Other Custom Info . SACGE Referrcls | Regishration  Appointments  Documents
Course: ENG201@ |
Term ID:

Grade:

Instructor:

Search

After clicking Search, the system finds 37 of 38,823 students who are enrolled in any course that begins
with ENG201.

© Students Listing %]

List Options=® ReportsT [27 ot 38824 students tound | [}
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Now, when opening a new Batch Visit Entry form, the SELECTED field shows “for previous 37 students”.

Batch Visit Enfry %]
Date: 01/11/2013 Time In: 11:116@
Time Cut: 11:1 18@
Center: Demo Learning Center Consultant:
Reason: Location:
Section:
Batch Enfry | 51 Bafch Enftry  Batch 3can
1D [SELECTED fcr prev 37 students) Remember Motes
Motes:
Create Visit(s) |
Similar Visits: [zome date, center & consultant)
2 Visits on 01/11/2013 in center Demo Learning Center for
Smith, Sam ACCTG111 202 20112 General Tutoring Enter Visit Notes here
Smith, Sam ACCTG110 205 20112 General Tutoring

To draw the ID numbers for these 37 students found via Search, we can simply click on the SELECTED
hyperlink to the right of the ID field, and when we click “Create Visit(s)” after all information is
entered, the Batch Visit Utility will create a Visit Record for these 37 students.

One common issue to be cautious of regarding Batch Visits involves this SELECTED hyperlink. If NO
search for students is performed to narrow down your selection, the Total number of students in your
Trac system database will be SELECTED. In this case, Visit records will be created for your ENTIRE
student population (for this example, 38,824 students). This is a fairly common occurrence perhaps due
to the ease with which this step can be forgotten, so be wary of creating MASS Batch Visits. If such a
situation does occur, email Redrock at support@go-redrock.com for assistance.
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Batch Visit Enfry %

Dater 01/14/2013 Time In: 12:[][]p®
Time Cut: 12:[][];)@
Center: Demo Learning Center Consultant:
Reason: Location:
Section:

Batch Enfry | 31 B8afch Enfry  Batch Scan

10: [SELECTED for prev 38524 students) [ rernember Mates

Motes:

Create Visit(s) |

Similar Visits

The Similar Visits section towards the bottom of the Batch Visit Entry form simply shows any similar
visits for the ID numbers that you’ve entered based on Date, Center and Consultant. If any student
(based on the ID numbers that you’ve entered) made a Visit on the Same Date, to the same Center, and
with the same Consultant relative to the Batch Visit data that you entered, the system will let you
know which Students have similar visits, which center(s) these visits occurred in, and on what date(s).
This in some ways acts as a Red Flag, notifying and warning the User who is entering Batch Visit data of
any Visit entries that hint at Duplicate records. For example, if a Batch Visit Entry was filled out for 10
students, and your Similar Visits section shows 10 similar visits for those 10 students, this would imply
then that a Batch Visit Entry was already created for the multi-person/group (10 student) session that
occurred.

Similar Visils: [zome dote, center & consultant)

2 Visits on 01/11/2013 in center Dema Learning Center for

Smith, Sam ACCTG111 202 20112 General Tutoring Enter Visit Notes here
Smith, Sam ACCTG110 205 20112 General Tutoring

2. Sl Batch Entry

The SI Batch Entry works in the exact same way as the Batch Entry, with the exception of how ID
numbers are entered. Users are still able to base their Student Selection off of a search, however there
is another option available here.

249




Batch Visit Enfry %

Date: 01/11/201353 Time In: 11:11a€D)
Time Out: 11:112€D)
Center: Demo Leaming Center Consuftant: Jane Doe
Reoson: General Tutoring Lecafion: Student Center
Section: ENG101 0120112 v

Batch Entry | 51 Balch Enbry | Batch Scon

=

SELECTED for prew 37 students| Remember Motes

10 Students enrclled & visited for ENG101 01 + B Students enrclled & never visited for ENGi101L -
20112 01 20112
Total for 01/11/2012 at 11:11a: O

= Doe, Susie No |
Antonison, Rex Ng £
Flores, Pedro No
Carter. Nathan Ng
Hayes, Rico lo
Cook, Deb Ng
Lennon, John HNo
Harrisomn, Gegr\ge Mo
-« Martin, George No -

Defining your course selection through the Section field, as shown in the screenshot above, will prompt
the system to load the course enrollment below. The system will divide the course enrollment into two
columns, the column on the left lists students (enrolled in ENG 101) who have visited any Centers, and
the column on the right lists students who have not visited any Centers. Attendance can be marked
simply by checking the checkbox next to each student’s name. This gives the recording of Visit data
some added versatility and flexibility, as some students will not always be able to be found through
broad Searches.

3. Sl Batch Scan

The SI Batch Scan Utility may be used to process scanned ID data from Card Readers or Barcode
Scanners. Data could include Student ID #s, Visit Time, Visit Duration, or several other Visit Data fields.
This collection of Visit Data can then be imported into your Trac System through the SI Batch Scan
Utility. Please contact Redrock support (support@go-redrock.com) to configure the Batch scanning
process. Redrock will need a sample of your Data Extract file as well as some details regarding the
future destination of Visit Data (Center, Subject, Reason, Consultant info, etc...), which may be
discussed further through email.
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Date: 01/11/2013E]

Center: Demo Learning Center

Reason: |T|
Section: [+]

Batch Entry &l Batch Enfry | Baich Scan

Time In

Time Ot

- 12:00p€D)
: 12:00p€D)

Consultant:

Location:

(v)

L7

Batch scans is o customized script that may be used to process scanned ID data. Please contact Redrock

for configuring the batch scanning process. 2

Motes:

Scan Data:

Additional Scan Parameters:

Paraml: Param2-
Parama3: Paramd:

Browse_

[ Process Scans ]
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Recording Visits Through: Appointments

Visit Data may also be recorded through Appointments. While appointments are scheduled and
appointment data is recorded, the associated Visit still needs to be recorded for Reporting purposes as
well as for Attendance purposes. We can do this directly from the Appointment Record. Here is an
example detailing this process.

The following screenshot displays the Schedule for our Consultant Jane Doe. On Wednesday, we see
that Jane has an Appointment with student Sam Smith at 9:00 am for English 101.

Key: | dropin lTonl multi-person class or group
Week Schedule 1/14/2013 Jane Doe Demo Learning Center
Tue 1/15+ wed 1/1ér Thu 1/17+ Fri 1/1¢ »
6:00 AM
7:00 AM
8:00 AM S 5:00a ENG101 01 20112 IEI

General Tutoring

9:00 AM [0~ 9:00a RODO0O0O001 Smith, [X]
Sam ENG101 01 20112::

10:00 AM W 10:00a ENGIUL 01 2011s
General Tutoring

11:00 AM

m

12:00 PM

When we click on the blue 9:00a hyperlink, the Appointment Entry window appears displaying the
Appointment details.

Appointments Entry % |

&a Student: Sam Smith & Stofi- Jans Doe
ROOQDO0001 support@go-redrock.com
555-555-5555

Appointment Info | Visit Info Document  Admin

Center: Demo Learning Centar - Location: Library
Subject: ENG101 0120112
Reason: General Tutoring Status:
Date: 1/16/2012 _— 9:00 AM  To: 10:00 AM
Appointment Duration: 60 + minutes
Phone: D29-555-5555
Motes:

Created 1/15/2013 at 10:00:19 by Jane Doe [170]
Medified 1/15/2013 ot 10:00:17 by Jane Doe [170]

Save | O] avtoratica ly create the vist when this appointment is saved.
Owernde and send confirmation when this appointment is saved.
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Manual Visit Entry through Visit Info

There are three options to enter Visit information in the Appointment record. The first option is to
enter the Visit information manually. Click on the Visit Info Tab to record Visit Info.

Appointments Entry %]

& Student: Sam Smith #s Staff: Jane Doe
ROOQD00001T support@go-redrock.com
555-555-5555

Appointment Info | Visit Infe | Document Admin

Click Save to save changes. o~
Date: (0/00/00 TimeIn: 0:00a8 @
Location: Time Cut: 0:00a8 @
Center: Demo Leaming Center - Subject: ¢
Reason:
Motes:

Choose a center ond click Save before custom wvisit fields will appear.

Save |

In the Visit Info Tab, users can enter Visit Data for the associated Appointment, in this case the 9:00am
appointment between Jane Doe and Sam Smith. Users can fill in the Date, Time In, Time Out, Subject,
Center, Reason, Location, and add any relevant notes in the Notes field.

Clicking on the “Date” field will copy the Date and Time from the Appointment Record and paste these
fields into the associated Visit Record.

Appointments Enfry % |

& Student: Sam Smith #s Stoff: Jane Doe
RODOD00001 support@go-redrock.com
555-5505-5555

Appointment Info | Visit Info | Document  Admin
Click Save to save changes. ~
nwnwun Time - 0:00a €)
Loca :

Time Cut: 0:00a @

J Click to copy the appointment date and time... ]
Cenler- Demuo ceamimy CENEr v Subject:
Reason: 0

MNotes:

Chooss a center ond click Save before custom wvisit fields will appear.

Save |
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Appointments Entry % |

& Student: Sam Smith #a Stoff: Jone Dose
RODO000001 support@go-redrock.com
395-005-5333

Appointment Info | Visit Info | Document  Admin

*

Click Save to save changes.

Date] 1/16/2013 Timeln: 9:00a @ I
Locat_h: Time Qut: 10:00&@
Center: Demo Leamning Center - Subject:
Reason: 0
Motes:
Choose a center and click Save before custom visit fields will appear.

Save | £

Clicking on the “Center” hyperlink will copy the appointment Center, Subject, and Reason and paste
these fields into the associated Visit Record.

Appointments Entry %]

#a Student: Sam Smith aa Staff: Jone Doe
ROOODO000T support@go-redrock.com
555-555-5555

Appointment Info | Visit Info | Document  Admin

*

Click Save to save changes.
Date: 1/16/2013 TimeIn:  9:00a @ i
Location: Time Qut: 'I[]:[]Da@

Demo Learning Center + Subject: o

=
1 Click to copy the appointrent center, subj and reason...

m

Motes:

Choose a center and click Save before custom visit fields will appear.

Save | -
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Appointments Eniry % |

- Student: Sam Smith L3 Staff: Jane Dos
RODO000001 support@go-redrock.com
209032050

Appointment Info | Visit Info | Document  Admin

Click Save to save changes. ~
Date: 1/16/2013 Timeln: 9:00& @
Location: Time Out: ‘I[:I:[][]a@
Cepter:| Demo Leaming Center - Su:ujec+:| ENG101 0120112
Reason:| General Tutoring (v)
Motes:

Choose a center and click Save before custom visit fields will appear.

Save |

Click “Save” to save the new Visit Record.

Auto - Create Visit on Save

The second option to enter Visit information allows a user to simply copy the information already
populated on the Appointment Info tab. In the Appointment Info tab, notice the “Automatically create
the visit when this appointment is saved” preference to the right of the Save button.

Save | ||:| Automatically create the visit when this appointment is saved.
"] Overide and send confirmation when this appointment is saved.

If this preference is activated and a User “Saves” the Appointment Record, all of the information on
the Appointment Tab will be copied and pasted into the Visit Info Tab, and both records will be Saved.
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appointment record saved.
& Student: Sam Smith
ROQODOOD0T support@go-
555-555-5555

Appointment Info Document  Admin
Clic
Date: 1/16/2013
Location: Library

Center: Demo Learning Center

Reaoson: General Tutoring

Motes:

Save |

Appointments Enfry

& Staff: Jane Doe
redrock.com

k Save to save Changes.

Time In: 9:00a @

Time Cut: 1[]:[][]8@
o oo e, ENG101 01 20772
Subject:

m

Click “Save” to save the new Visit Record.

Visit Record Entry through Group Roster

The third option to record visits involves marking attendance through Group Appointments. Visit
Records can be created by processing the Attendance of a Group Appointment. For the following
example, we see a Group Appointment scheduled for our Consultant Jane Doe on Wednesday. Notice

the “3/10” field next to the 8:00 am Appointment, which signifies that students have booked three of

the ten available slots.

Key: | dropin lonl multi-person class or group
Week Schedule 1/14/2013 Jane Doe Demo Learning Center
Tue 1/15+ Wed 1/18~- Thu 1/17+
5:00 AM
7:00 AM
8:00 AM w 2:00a ACC] 0 205 2011]E|
Extra Hel
5:00 AM w 9:00a ACCTG110 205 20112
Exctra Help [F:0/10
10:00 AM w 10:00a ACCTG110 205 20112
Exctra Help [3:0/10
11:00 AM
1200 P

m
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|:E:‘:Ca ACCTGE110 205 ZDLI]EI
xtra Help F3:2/10

w S:00a ACCTGE110 205 20112
Extra Help Ff:0/10

w 10:00a ACCTG110 205 20112
Extra Help Ff:0/10

By clicking on the blue dropdown arrow to the left of the 8:00am appointment, we are able to view the
current Group Roster for the Group Appointment. In the Group Roster that is displayed, we can see
Sam’s name in the current listing of Students.

Key:| deopin Tonl multi-person class or group
Week Schedule 1/14/2013 Jane Doe Demo Learning Center
Tue 1/15+« Wed 1/14~ Thu 1717~ F »
6:00 AM
7:00 AM
2:00 AM T__ —— =
3 of 10 for 1/16/20132 8:00a
9:00 AM WED 1/16f2013-1/16/2013
Malcolm Reynalds X}
. . Sandra Shirley %)
11:00 AM E
T2r00 P

To the left of each student’s name are two checkboxes. Activating the checkbox to the left will mark
the Appointment status as Attended for the selected student and also creates a Visit record to link to
the Appointment record. Activating the checkbox to the right will mark the Appointment status as
Cancelled for the selected student, in which case no visit record will be created.

When the checkbox on the left is activated to indicate that our student Sam Smith has attended this
appointment, the system will notify the user that a Visit record was created. A field will appear asking
the user to enter any relevant Visit Notes for the Visit Record.
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Adjust attended...

Enter any Visit Notes as needed and click “Save”, or if no Visit Notes are necessary click “None” to
save the Visit Record.

Log Listing: Configuration Options

The first major area of Configuration Options is comprised of your Center Profile Preferences. Center
Profile preferences are global per Center Profile, or in other words, the settings put into place here
will affect ALL subcenters under the selected Center Profile. All subcenters under a single Center
Profile are subject to the rules set for the Center Profile’s Preferences.

To get to your Log in/Out Preferences hover over the Search glass on the right side of the Trac
Navigation bar (top left corner of Main Menu). Select Center Profiles, select your Center Profile, and
navigate to the Prefs Tab. In the list of subtabs that load underneath, select the Log In/Out tab.
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Center Profile: Redrock Tuioring

Seneral  Cenfers  Group Access  Tutors  Sections  Reosons
Log Inf/Out | Scheduling Custormn Fields Custom lists  Emaoils  Mofices

Use a Waiting Reom: [ yes

[ yves, # Choices: 10 |, and

-[¥] set inital status to waiting’ on log in.

and include wait time in total time for wvisit
Allow First Availlable” as a choice

Choose Consultant on Login:

Choose Consultant on Logout: [ ves , required: Dyes
Ask for Subject: ¥ yes, Display # Choices: 10

Ask for Reason: [¥] yes , # Choices: 10

Delay for welcome/goodbye 3 /1
Messages:

Delay for log listing refresh: 120 seconds

seconds

Save |

m

Oinly 'First Available' for these subcenters [blank for all):

Use section schedule on logging W?::SD yves, use ime window 10  min. betore, and 15 min. after

[ Display section even if no schedule dato exists (otherwize excluds)

[l conclude related visits when a consultent concludes a work visit
Student may not login durning the student’s closs time

Use a Waiting Room

Activating this preference allows you to collect Wait Time data. This applies in the situation where a
student comes in to your center, logs in, and then waits to be assigned a Consultant. After the student
logs in, the system places this student in a “Waiting Room” until either a Front Desk worker or
Consultant takes the next step and assigns the student a Consultant for the session.

The Waiting Room preference is typically used by Advising Centers. If a student Logs in and is waiting
for the “First Available” Advisor, your Log Listing will indicate this student’s status.

3

1/11/2013 Demo Advising Center

- 1 =
# Smith, Sam E 10:38 AM  Change Major

2 Log items Listing
- - 1 Log thems found
D Time In Center / Reason / Subj Consultant
ROOCCO00001

&
waiting to see

First Available

2
®
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At this point, our student is still waiting to be assigned a Consultant. Clicking on the icon of a person
sitting looking at the clock will then initiate the beginning of the session, at which point, the “waiting
to see” message will change to “being seen by”.

©, Log items Listing &3
- - 1 Log Hems found
1D Time In Center / Reason [ Subj Consultand
> E?E?ﬂ?ﬂgﬂgm - 1/11/2013 Demo Advising Center H beingseenby ©
] : ~ 10:38 AM Change Major Doe, Jane

Choose Consultant on Login

Activating this preference allows the user who is signing in to select a Consultant during the Login
process. The “# Choices” field just to the right determines the maximum number of Consultants
displayed during Login. Consultants displayed in the drop down box during Login will be organized
alphabetically, so if 30 consultants are linked to your Writing Center and you set the max to 10, the
first 10 Consultants in alphabetical order will be displayed, if the Writing Center is selected.

Set initial status to ‘waiting’ on log in

This preference, if activated, will set the Student’s initial status to ‘Waiting’ upon log in. This
preference is designed based on the assumption that Wait Time is a data field that is being collected.

And include wait time in total time for visit

Activating this preference will include wait time with Total Visit Time. If Wait Time and Visit Time
need to be separated, do not activate this preference.

Allow “First Available” as a choice

This preference, if activated, allows “First Available” as a choice for students when selecting a
Consultant. The “First Available” choice allows Consultants to then claim a student for a session, or
Front desk workers to then assign a student to a Consultant.

Only ‘First Available’ for these subcenters (blank for all):

Activating this preference will only allow the “First Available” choice when users are asked to “Choose
a Consultant”.

Choose Consultant on Logout

Activating this preference allows the user who is signing in to select a Consultant during the Logout
process. The “# Choices” field in the “Choose Consultant on Login” determines the maximum number
of Consultants displayed in this preference as well. The checkbox next to “Required”, if activated, will
force students to select a Consultant.
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Ask for Subject

Activating this preference asks the user who is signing in to select a Subject for the session. The
“Display # Choices” field just to the right determines the maximum number of Subjects displayed
during Login.

Use section schedule on Logging Visits in

Activating this preference will prompt the system to check a Student’s Class Schedule when the
selected Student is logging in. Activating this preference will only ALLOW students to login during class
times. Typically this preference is used for Attendance purposes. Keep in mind that in order for this
preference to function properly, student Class Schedule information must be imported or added to your
Trac system database (Class start time, end time, Course ID, student name/ID, etc...)

Yes, use time window ( ) min before, and (___) min after

The settings entered in this preference determine the tolerance level for both the “Use section
Schedule on Logging Visits In” preference above, and the “student may not log in during class time”
preference below. For example, let’s say we enter 10 minutes into the “before” field and 10 minutes
into “after” field for this preference. If the “Use section Schedule on Logging Visits In” preference
above is activated, students will be able to log in up to 10 minutes before class and 10 minutes after
class. If the “student may not log in during class time” preference below is activated, students will
NOT be able to log in up to 10 minutes before class and past 10 minutes after class ends. If both
preferences are checked, the system will disregard the first preference (“Use section Schedule on
Logging Visits In”’), while still using the time/tolerance parameters defined in this setting.

Display section even if no schedule data exists (otherwise exclude)

This preference, if activated, will display a Section even if said section does not have the
corresponding schedule data for a student(s). So if not all courses have associated schedule data, they
may still be displayed so students may log in.

Ask for Reason

Activating this preference asks the user who is signing in to select a Reason for the visit. The “#
Choices” field just to the right determines the nhumber of Reasons displayed, and consequently, the
size of the field that Reasons are listed in. Enter “1” in the “# choices” field to create a Pull Down
menu for Reasons.

Conclude related visits when a Consultant concludes a work visit.

A related visit occurs when a Consultant signs in for a Work visit (clocks in), and a student then signs in
for a session with said Consultant. This student visit is then defined as a “related visit” for the
Consultant. The activation of this preference determines whether these “related visits” will also be
concluded when a Consultant signs out of their work visit, or logs off using the “work” reason.
Activating this preference will proceed to conclude all related visits (to a Consultant), when said
Consultant clocks out.

Student may not login during the student’s class time

Activating this preference will prompt the system to check a Student’s Class Schedule when the
selected Student is logging in. If said Student is supposed to be attending a scheduled class at the time
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of login, the system will deny Access (for the reason of having to attend class). The Time
window/tolerance that the system will allow can be set through the preference above “Use Time
Window (___) min before, and (___) min after” (for the “use Section schedule on logging visits in”
preference). Keep in mind that in order for this preference to function properly, student Class
Schedule information must be imported or added to your Trac system database (Class start time, end
time, Course ID, student name/ID, etc...)

Delay for welcome / goodbye messages: (__) / (__) seconds

During the login/logout process, 2 brief messages are displayed: a welcome message and goodbye
message. This preference determines the length of time which these two messages are displayed.
When set to zero or left blank, the welcome and goodbye message will remain on a user’s screen until
they click “Continue”. Any value entered greater than 0 will prompt the system to automatically close
these messages, after the number of seconds that you specify here.

Delay for log listing refresh: (___) seconds (minimum 60 seconds)

This preference determines the rate at which the Log Listing page automatically refreshes. In the
situation, let’s say, where a computer at the Front Desk constantly displays the Log Listing, this
preference is designed to keep the list of students currently logged in to your Subcenters as accurate
and updated as possible by reloading itself every (____) seconds.

Auto Terminate Visits Longer Than:

The Auto Terminate Preference is designed to handle a few issues regarding the recording of Visit data.
First, what happens if a student logs in at 8am to your Subcenter, leaves for class, comes back and logs
out at 5pm. Second, what happens if a student forgets to log out after a session? You as an
Administrator sign in to the Trac system one day, view the Log Listing, and see a student who has made
an 18 hour visit. When looking at the Visit Summary for the previous day, you notice that another
student also made a 9 hour Visit (from 8 am to 5 pm). Considering the validity of the Reports you need
to run at the end of the month, you turn to the Auto Terminate Preference for redemption.

The Auto Terminate Preference works hand in hand with the Auto Termination Automated Event. The
Automated Event runs off of the settings that you define in these Auto Terminate Preferences.

The Auto Termination Automated Event takes every Visit that is Longer than (___) minutes, and
changes the Visit time to (___) minutes. The first preference determines which Visit records will be
modified based on the Time settings that are put into place.

To activate this preference, enter a number of minutes in the first field. This number will set the
Maximum Time for a Visit Duration. Enter a number of minutes in the second field to assign a default
Time value to all of the visits that have a duration greater than the Maximum Time for Visit Duration
that was set in the first field.

Auto Terminate Visits Longer than ( ) minutes, and change visit to ( ) minutes.

Let’s say we set the first field to 180 minutes, and the second field to 60 minutes. This signifies that
ANY visit longer than 3 hours will be automatically changed to a duration of 1 hour. This change will
take place whenever the Automated Event (Auto Termination) takes place (typically nightly). If the
second field is blank or set to zero, Visit Records that exceed 180 minutes will be deleted.
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Auto Terminate on Log List: and set the visit time to (___) minutes
Auto Terminate on Log List: and set the visit time to (___) minutes

The Auto Terminate on Log List preference handles the situation in which students forget to log out of
your center(s). While the Auto Terminate preference above modifies visit time based on length of
visits, the second Auto Terminate preference will remove any students who remain on your Log Listing,
and then change their visit time to a value that you determine. These two preferences deal with two
different types of Visits. The first preference handles Visits that have been completed, as illustrated in
the first example above (student visits from 8am to 5 pm). But in the situation where a student forgets
to log out, the Visit has not yet been concluded. The difference between the two students lies in the
fact that the second student did NOT sign out. This preference will modify Visits that have not yet been
concluded (Student is still on the Log Listing). Basically, when the Automated Event runs, any student
who is currently still on your Log Listing will be removed from the Log Listing, and the respective visit
duration will be changed to the time you set in the second setting (set the visit time to).

¢ Log out of this center when student logs in to another center

This preference, if activated, will limit a student to only be able to be logged in to one
center at a time.

Warn user if visit time less than ( ) minutes

This preference, if activated, will display a warning message to Students who log off after a certain
length of time (brief). The default value is set to 15 minutes, and so if this preference is activated,
students who are attempting to log off before the 15 minute mark, will receive a warning, which you
may customize through the next preference.

Warning message to display (...)

The (...) icon, when clicked, will expand to a larger text field, where users can enter the custom Visit
Warning message to send to users who may be logging out too early. The message could be something
along the lines of, “You haven’t completed a 15 minute visit yet. Are you sure you want to log off?”

Display subject in Log List

Activating this preference will display Subjects for visits shown in the Log Listing. This privilege can be
further restricted in the Group Access preferences.

Display reason in Log List

Activating this preference will display Reasons for visits shown in the Log Listing. This privilege can be
further restricted in the Group Access preferences.

Display Student ID in Log List

Activating this preference will display Student IDs for visits shown in the Log Listing. This privilege can
be further restricted in the Group Access preferences.
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Obscure Student ID (****) on Log In

Activating this preference will obscure Student IDs entered in the Log Student Window. This privilege
can be further restricted in the Group Access preferences.

Log Student:

rnfenter on keyboard

Allow creation when ID not found**

Activating this preference will allow a User to create a new Student Profile if an ID or Full Name
entered in the Log Student Window is not found.

Find Student %
Single student not found. Please check login id (0000000000)
and try again.
Your attempt to log in has failed.

Search: 0000000000

Create Student | Try Again

Consultant Choice on Login

Allows for customizations of Consultant choices. Contact Redrock Support for details (support@go-
redrock.com)

Center Choice Modifier

Allows for customizations of Center choices. Contact Redrock Support for details (support@go-
redrock.com)

Subject Choice Modifier

Allows for customizations of Subject choices. Contact Redrock Support for details (support@go-
redrock.com)
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Reason Choice on Login

Allows for customizations of Reason choices. Contact Redrock Support for details (support@go-
redrock.com)

Logged in via: (Staff) or (Student)

Defining this preference is essential for perfecting your Login/Logout process. Your Trac system must
have this distinction made in order for your system to successfully design the Login procedure for a
specific User. For instance, the following preference “Show student messages on Login” may not be
logical if a Staff member is logging in your students.

Show student messages on Login
Activating this preference will display the Student’s recent message history during the Login process.
Login Terms and Conditions

You have the option of adding a Terms and Conditions that students must agree to before logging in to
your Center.

Terms & Conditions

Login Terms & Conditions:

Label for Acceptance of Terms: Default (I Accept)

This preference determines the Label for your Acceptance of Terms (See following Screenshot for
Terms & Conditions)
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Terms & Conditions: Acceptance of Terms

Choose A Reason %]
Sam, Please click gQ n tl n u g to signin.

Select a Subject: Select a Visit Reason:
ECON195 900T 20112 ECON195-900T gl Extra Help
ACCTG110 205 20112 Fundamentals of Financial Accounting General Tutoring
ACCTG111 202 20112 ACCTG111-202 Homework
CIS106 200 20112 CIS106-200 'Online Session

Peer Study Group

'Research

Terms & ConditionsiZl | Accept
N
Continue

Logged out via: (Staff) or (Student)

Defining this preference is essential for perfecting your Login/Logout process. Your Trac system must
have this distinction made in order for your system to successfully design the Logout procedure for a
specific User. For instance, the following preference “Show student messages on Logout” may not be
logical if a Staff member is logging your students in/out.

This distinction is typically more relevant in regards to Logging out, as it is during this part of the
process that Visit Notes are entered. The User who is entering these notes into your Visit Records then
becomes significant. If your Staff members are Logging students out, then the Notes section during
Logout will be classified as Visit Notes. If students are logging themselves out, then the Notes section
will be classified in the system as Student Remarks. This distinction must be made clear early in the
process, so as to avoid confusion in running Reports and collecting accurate Visit Data.

Show student messages on Logout

Activating this preference will display the Student’s recent message history during the Logout process.
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Enter notes on logout, width (30) height (4) - (default values)

Activating this preference will allow Users to enter Notes during Logout. The Width and Height Fields
determine the size of the Text field box that these notes can be entered into.

Enter notes on logout for work visits.

Activating this preference will allow Consultants to enter notes during Logout for Work Visits. Record
notes per Work Shift may be beneficial for Payroll purposes or for historical reasons.

Auto lock visits older than: (___) days

Entering a number into the days field will activate this preference and prompt your Trac System to
Lock Visit Records older than the number you set. Locking a Visit Record will prevent users from
modifying or deleting any data. Groups may be given access to edit Locked Visits.

Time Zone Difference:
o Time Zone Difference From Server: (___) hours

For example, if your Server is in EST and your Center in CST, the Time Zone Difference FROM
Server would be = (-1).

Visit Custom Fields

Visit Custom Fields allow you to create Customized Questions to gather additional feedback from
students during the Log in / Log out process. There is a limit of 8 Visit Custom Fields per Center
Profile.

LOG LISTING / GROUP ACCESS CONFIGURATION SETTINGS

Group Access settings determine which Groups of Users are able to Log students in and out. The Group
Access Preferences define in detail specific levels of access.

To get to your Group Access Settings, hover over the Search Glass on the right side of your Trac
Navigation bar (top left corner on Main Menu). Select Center Profiles and click on your Center Profile.
Select the Group Access tab.

Center Profile: Redrock Tutoring %]
General Cenfers | Group Access  Tufors  Sections Reosons  Prefs
This center's groups: [E] i
Log Visits View Vieils Reports Schedule  Admin
Consultant O E
Users: testd

Consultants: 14 linked

KIOSKS:
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Groups Entry X
D: 110
Group Mame: Consultant

Cenler Access Userlist  EIOSE List  Scheduling Student Enfry  Log n/Out  Admin [ Module:  Restictions

Center & Subcenter Access:

Log Visits To: % pemo Learning Center
i = F—
g v %] Demo Advising Center P

Eeyv: Log, Hoe View Log and View View anly. no loggng

Log Visits To (Center Access Tab)

Adding Subcenters to this section will determine which Subcenters this Group (Consultant) will be able
to Log Students to. The Green color reflects this Group’s ability to both Log students in/out and View
the Log Listing - described by the key below. A Subcenter coded in the Red color will only allow this
Group to Log students into the Subcenter, but not able to View the Log Listing. The Grey color, on the
other hand, indicates that this Group will only be allowed to View the Log Listing, while being unable
to Log students into the Subcenter.

Log in/Out Tab

From the Log in/Out Tab we can define the specifics of our Group’s level of Access. For this example,
we are looking at the Consultant Group.
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Groups Enfry % |
ID: 110

Group Mame: Consultant
Center Accesz  User List  KIOEK List  Scheduling Stuedent Enfry | Log In/Out = Admin / Modules  Restrictions

Log Options:
Allow User to Search by Mame on Log Listing Users &
Allow User to Search by Mame on Log Listing KIOS5Ks
Allow User to Search by Barcode on Log Listing
Allow User to Create Student when Mot Found
Allow User to Edit 5tudents on Log Listing/ Appts
Allow User to Log Resources in and out
Allow User to view logged out items on log listing

m

Allowr User to view waork visits on log listing
Show student photos on listing

Show Visit Center on log listing

Show Visit Reoson on log listing

Show Visit Subject on log listing

Use larger font on log student dialog

Batch Visits:

Show 5| Batch Entry Option

Show Visit Batch Entry Option i
l Save | l Back Mo deletion allowed, 1 users associated with this group.

Allow User to Search by Name on Log Listing Users

This preference allows a User to search by name through the Log Student window. Entering any text
will prompt the System to perform a search for Students by name and return with matching results.

Allow User to Search by Name on Log Listing KIOSKs

This preference allows a User to search by name through the Log Student window on a Kiosk or Self
Sign-in Station. Entering any text will prompt the System to perform a search for Students by name and
return with matching results.

Allow User to Search by Barcode on Log Listing **magnetic strip readers and barcode scanners**

This preference allows a User to search by a Barcode number through the Log Student window.

Entering digits into the Log Student window will prompt the System to perform a search for Students by
Barcode number and return with matching results. Barcode Numbers are typically assigned to work
with Kiosks.

Allow User to Create Student when Not Found
This preference allows a User to create a new Student record if either an ID number is not found or

Searches performed return with no results.
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Allow User to Edit Students on Log Listing/Appts

This preference allows a User to Edit a Student’s Record either from the Log Listing or from the
Appointments Calendar.

Show Student Photos on Listing
This preference allows a User to be able to view Student Photos on the Log Listing.
Show Visit Center on Log Listing

This preference allows a User to be able to view the Center of Visit on the Log Listing. This preference
must be enabled for Groups to access this info.

Show Visit Reason on Log Listing

This preference allows a User to be able to view the Reasons for students’ visits on the Log Listing. This
preference must be enabled for Groups to access this info.

Show Visit Subject on Log Listing

This preference allows a User to be able to view the Subjects for students’ visits on the Log Listing.
This preference must be enabled for Groups to access this info.

Use Larger Font on Log Student Dialog
This preference enlarges the font displayed on the Log Student Field, so text is more easily viewed.

Use Larger Font on Log Student Dialog (inactive)

Log Student:

Enter StudentiD and click refumfenter on keyboard
student ID{Smith, Sam

Use Larger Font on Log Student Dialog (active)

Log Student:
Enter StudentlD and click retum/enter on

keyboard
Student ID:{Sam, Smith
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Chapter 12: Resources

Resources are items that may be checked in and out of your Center(s) and lent to students. The
borrowing of resources at your center(s) can be tracked, recorded, and the data collected can be
displayed through Reports. Your center(s) may have available textbooks, calculators, laptops, even
tablets or iPads that students may utilize during their visit.

Creating a Resource

To add, edit and manage your resources, hover over the Search glass on the right side of your Trac
Navigation bar (top left corner on Main Menu) and select Resources. To add access to the Resource
Menu for a Group, see Chapter 3: Setup - Prefs - Group Access Prefs.

To add a new resource, click on List Options and select “New Resource”.

Trac Navigation: Log Student:
Enter StudentiD and click refum/enter on keyboard
Q Sroctent 0] REDROCK
COMMUNITY COLLEGE
Redrock - Redrock Tutoring
() Resources Listing &3
List Options~ | 74 of 74 resources found
1 New Resource... |
L’@ll Barcode Checked Out / Reserved Due In Center Descripfion
= IRERRRRRIE 00/00f00  Redrock Adviing  iPad fabiet Vg
Search o Learmi
1 92826869 Out to Malcolm Reynaids  11/12/2012 Ein—ﬂ -=aming Description of Intra to Algekra «
Power Search ;'” =r .
Introdnction to Calculis 92836800 Reserved by Eric Nava 00/00/00 _Hi:_:r“c ning nire to Calculus By Dr. Smith g
Demno Lecrmil
Introduction to Differential Equations 85748000 00/00/00 _Hi:_ﬂr el g

In the Resource Entry window that appears we can enter any relevant data for the Resource: Barcode
ID, Center, Title, Description, or Keywords (to find by search). We can also regulate the Max days out,
Max Time Out, or Max Renewal fields to control the amount of time this resource may be borrowed for.

Resources Entry %

Internal ID: 0 Center: Demo Learning Center - (2]
Barcode: ISBN-0123 Type: TextBooks -
Title: Introduction to Algebra

Introduction to early concepts of algebra

Descnption:

Mot Active
ey Weords: algebra math textbook
Max Days Out: 7 Max Time Cut: 00:00:00  [HH:MM)
Maox Renewals: 1
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An important field to note is the Resource Type field. Resources can be classified by Resource Type, for
example: Text Books, Headphones, Calculators, etc...Resources can then be granted access to a group
or restricted from a group based on the Type of the resource. To manage your Resource Types, go to

your Utilities & Prefs > Advanced Prefs > ResourceTypes. Resource types here must be separated by a
Enter or Return character.

In the lower half of the Resources Entry page are two sections.

J checkouts found
¥ Available
Due In: 00/00/00 Student Checked Out Retumed

Reserved By:0

Reserved Date: 00/00/00

Save Delete

On the left side there is a checkbox next to Available. Check this checkbox to make this resource
Available. When students borrow this resource, the “Due In” field will populate according to the rules
that you previously set (Max days out or Max Time Out). The “Reserved By” field allows a User to
reserve this item for future use by disallowing the item to be checked out to any other student other

than the student selected. Click on the search glass icon to reserve this item for a student.

Resources Entry % |

pooool 4 1 students found

11} Name
Ro0o0O00001 Smith, am

You can enter a student ID or name in the Search field I to locate the student who wants
to reserve the resource. Hit Enter or Return to execute your search.
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Resources Eniry %

- 5 students found
smith, sam-,

1D Name
R566651968 Srnith, Zamuel James
R568952501 Smith, SJamantha Noelle
ROOOO0O0O001 Smith, Sam
RODOOFGES3E Smith, Sam
ROO0O012000 Smmith, 3am

Select the student by clicking on their ID number, and the Resource Entry record will update with the
student’s new reservation.

Resources Eniry % |
Internal ID: 59 Center: Redrock Advising -
Borcode: 11111111711 Type: Misc. -

Title: iIPadl
iPad taklet

Description:
[l Not Active
Key Words: iPad
Max Days Cut: 0 Max Time Cut: 01:00:00  (HH:MM)
Max Renewals:
& checkouts found -
Available
Due In: 00/00/00 Student Checked Out  Returned
) — Diaz, Stephaine 1428/2013 1/28/2012 g
| Reserved B'y" 233458 Smlih, Sam |l| Smith, Sam 14282013 172842013
Dudack, Michae 3/12/2012 1542012 E_
Reserved Date: 1/28/2013 Walters, Travis 2/27 2012 3122012
Test. Kathra 1142872011 1142972011 i

" save | Delete |
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& checkouts found -
Available F
Due In: 00/00/00 Student Checked Out  Retumed
Digz, Stephaine /2812013 /3203 =
R'-‘E}SE "'\."Ed B'y’ 23345 SmH‘ SC"""I . Smith, Sam 14282013 17282013
Dudack, Michoel 220z 17202
Reserved Date: 1/28/2013 Walters, Travis 22772012 3f12/2012
Test. Kathra 117282011 11/2972011 T

Save | Delete |

On the right side of the lower section there is an area that displays a history of the previous use of the
selected Resource. We can see the names of students who checked this resource in and out, and the
times that these events occurred.

Checking Resources In / Out

Resources are able to be checked in and checked out from several areas within your Trac System.

e Resources Listing
e Log Listing
e Log Resource

Resources Listing

The Resources Listing displays a list of ALL available resources entered into your Trac system, and also
contains the corresponding record for each resource. We can quickly see barcode number, check out
times, due in times, the associated center, as well as a description for each resource.

(7) Resources Listing %]
List Options~ I 75 of 75 resowrces found
Name Barcode Checked Out / Reserved Due In Center Descripfion

iPadi (RARRRRRRY] 00/00/00 Redrock Advising iPad tablet (‘
Derno L i

Introduction to Algebra 92836869 Out fo Malcolm Reynolds  11/12/2012 -"‘Z:fer eaming Description of Infro to Algebra -
Demao L i

Introduction to Calculus 92336200 Reserved by Sic Nava 00/00/00 -“Z:ter eaming intro to Caloulus By Dr. Smith P

= Dermo Learmin;

Introduction to Differential Equations 85743000 00/00/00 - = (‘
Center

Number Theory bockl010 00/00/00 Ploced in TSC 304A Fall 03 ()

Time Management Time Reserved by Jon Smith 00/00/00 C3U - Fullerton (’

Focus on Questioning Guestion 00/00/00 Focus on Listening ()

Tutor's Guide 01 - 04 Guidel 00/00/00 UCLA (‘

Tutor's Guide 05 - 08 Guide2 00/00/00 UCLA (‘

Tutor's Guide 09 - 132 Guided 00/00/00 UCLA (‘

Tutor's Guide 12 -14 Guide4 00/00/00 UCLA (’

Math Anxiety Reduction # 01 MathAl 00/00/00 Robert D. Hackworth (’

Math Anxiety Reduction # 03 MathA3 00/00/00 Robert D. Hackworth (’

To check a resource out to a student, click on the blue arrow r on the far right side.
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Find Resource

Barcode: 1111111111
iPad1 is AVAILABLE
iPad tablet

Student ID/Barcode: 0000001

I records found.
00-0000-01 Sam Smith

Check Out |

In the Student ID/Barcode: field, enter our student’s ID number or name to locate the student’s
record. Click on the ID number next to the student to check this resource out to our student. Click
Check Out to complete the process.

Confirmation

1111111111 -iPad] is now checked out,
Thank you Sam Smith.

Please retum by 1/28/2013 at 10:10 AM

[ Close ‘

To check a resource in from a student, click on the right arrow " on the far right side
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Confirmation %

1111111111 -iPad] is now renewed,
Thank you Sam Smith.

Please retum by 1/28/2013 at 10:21 AM

[ Close ‘

If a student wants to renew a checkout, click the Renew Check Out button to extend the date the
resource is due.

Find Resource %]

Barcode: 1111111111
iPad1 is CHECKED OUT to Sam Smith
iPad tablet

Student ID/Barcode:

Checkin | l Renew Check Qut |

Click on the Check In button to check this resource back in.

Confirmation % |

1111111111 -iPad] is now checked in,
Thank you $am Smith.

[ Close ‘
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Log Listing
Resources may also be checked in and out to students directly from the Log Listing. Students who are
currently logged in to your centers are able to borrow and return resources directly at the Front Desk.

3

Log items Listing
1 Log ltems found

B -
Consultant

[[1] Time In Center / Reason J Subj
ROOOO00001 Demo Leaming Center 3 &
# Smith, Sam & 1;28;2913 General Tutoring visiting with @
724 AM T ENGT01 0120112 Doe, Jane

L]

Check resource infout to Sam Smith @

Resource Ifems checked out to Sam Smith: iPadl

To be able to check resources in and out to your students directly from the Log Listing, you will need
to add access per Group of users. (See Chapter 3: Setup - Prefs - Group Access - Log in/out)

Log items Listing

o)
- - 1 Leg Hems found

Consultant

D Center { Reason [ Subj
ROOOO0000T Demo Leaming Center _ |
/2812013 o eral Tutoring HMooe, Jane ©

# Smith, Sam & _ y
7:24 AN ENG101 01 20112

Time In

Hescl.jﬂye tems checked cut to Sam Smith:

Click on Check resource in/out to Sam Smith? to begin the process of checking a resource out.

Student Resources

Resources for Sam Smith

ltems on Reserve :jcick to check out)

Find Resource:

ltems Checked Out :[zick to check in)

Here we can enter the Name, Barcode, or Keyword of a resource to locate the resource for our

student.
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Student Resources % |

Resources for Sam Smith

- Hems on Reserve :jcick to check cut)

- ¥

Ipad O\' Baorns Mhooleodd Ml 2imset b mheck il
| records found. %)) '

1131311313113 iPed]

Click on the barcode ID next to the Resource to populate the field with the appropriate resource. Click
“Checkout” to then check the item out to the selected student.

Student Resources £3

Resources for Sam Smith

B Hems on Reserve :jcick to check out)
Find Resource:

1111111111

Check fut lems Checked Out :[cick to check in}

The system then notifies the User that the resource is checked out to our student Sam Smith.

Student Resources % |

Resources for Sam Smith
1111111111 -iPad] is now checked out, Thank you. Please returmn by 1/258/2013 at 10:54 Ab.

ltems on Reserve :jcick 1o check cut]
Find Resource:

ltems Checked Owt :[cick to checkin)

Checked out 1,/25/2013
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Log Resource

The Log Resource window, similar to the Log Student window, allows users to conveniently check
resources in and out using a small window that appears at the top of every page. Access to the Log
Resource window can be given through your Group Access preferences. Once sufficient privileges are
granted, a user’s MyPrefs may need to be adjusted as well to add the Log Resource function to a user’s
account (See Chapter 3: Setup - Prefs - Group Access - Log in/out, also See Chapter 16: Customize my
Trac - MyPrefs).

Trac Navigation: Log Student: Log Resource:

q Enter 5 .3:11'.;:) aD'Id click retum/enter on keyboard e s I—O\
or Student ID:I—O\

(?) Log items Listing &3

- - 1 Log ltems found
("] Time In Center / Reason / Subj Consultant
R0O00000001T ho Demo Learning Center & &
# Smith, Sam & ;’;jfﬁ]a General Tutoring H visting with @
AV ENGI01 01 20112 Doe, Jane

A user can enter a Resource barcode, name or keyword in the Log Resource field to locate a Resource
to check in/out.

Log Resource:

Log EE:G..MCE:ICEHCL”EITGH R E D R O C K

orstudent ID: | records found. LeGE
[MsLc1 T84 Siver | enne
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Once the barcode ID# hyperlink is clicked, the system will inquire as to which student is borrowing this
resource. Enter a Student ID number or name to locate our student record.

Find Resource % |

Barcode: MSLC1
T1-84 Silver is AVAILABLE

Student ID/Barcode: smith, sam
3 records found.
00-0120-005am Smith
00-0765-38 Sam Smith
{b Sam Smith

Check Out |

After performing the search and finding your student, click on the blue ID# hyperlink next to our
student’s name.

Find Resource % |

Barcode: MSLCI1
TI-84 Silver is AVAILABLE

Student ID/Barcode: 1
Sam Smith

Checf Out |

Now click the Check Out button to complete the process.
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Confirmation % |

MSLCT - TI-84 Silver is now checked out,
Thank you Sam Smith.

Please retum by 1/29/2013 at 10:49 AM

[ Close ‘

Alternatively, we may enter a student ID number in the Student ID field of the Log Resource window to
locate a student first. Hit Enter or Return after the ID is entered to start the process.

Log Resource:

Log Eescu*ce:l R E D R O C K
':"Sh"‘:E"HD:IDDDD1 O‘ COMMUMNITY COLLEGE

Redrock - Redrock Tutaring

Student Resources %

Resources for Sam Smith

ltems on Reserve :cick to checi out)

Find Resource:

ltems Checked Out :[zick to checkin)
Checked out 1/28/2013

Checked out 1,/28/2013

In the Student Resources window that appears we are able to see a list of resources that our student
has either on Reserve or Checked Out. To find a resource to check out for this student use the Find
Resource field to perform a search.

281



Student Resources % |

Resources for Sam Smith

ltems on Reserve :jcick to check out)

Find Resource:
|textbook

1 records found.
ISBN-0123 Infroduction fo Algebra 25200

ltems Checked Out :[cick 1o check in)

e b e

After entering a barcode number, name, or keyword, click Check Out to check out the resource, or
Reserve to reserve the resource for our selected student.

Student Resources % |

Resources for Sam Smith ) _ _ _ _
[SBM-01223 - Introduction to Algebra is now checked out, Thank yvou. Flease refurn by 2/4/2013 at 11:14
Abd

ltems on Reserve :jciick to check out)

Find Resource: Hems Checked Out :[cick to check i)

Checked out 1/25/2013

|: Checked out 1/28/2013
Checked out 1/258/2013

Resource Types
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Chapter 13: Faculty

The Faculty Group can play a unique role within your AdvisorTrac or TutorTrac system. The Faculty
Group represents the Instructors of courses available at your campus that may be imported into your
Trac system. Typically, the role of the Faculty Group is highly dependent on the additional module
SAGE.

With SAGE (Student Alerts and Group Events), we can allow Faculty members to create early-warning
Referrals for students who may be struggling in their courses. Faculty members can log on to your Trac
system, view students who are enrolled in their courses, and track the progress of their students. If a
faculty member identifies a student who may be struggling in his/her course, they have the option of
creating a Referral. Referrals are fully customizable, but typically contain the reasons as to why the
student is having difficulty, as well as any recommendations or action items the faculty member wants
the student to take. Faculty members for instance can recommend that the student receive “x”
number of hours of Advising, Tutoring, or Counseling. These referrals can then be sent out to Tutoring
Centers, Advisors, Coaches, Deans, and to the Students themselves, if appropriate.

Outside of SAGE, the Faculty Group, in regards typically to TutorTrac, may also be curious as to which
students enrolled in their classes are making visits to your Tutoring centers to receive extra help. In
this case, we can send out Automatic emails to Faculty members detailing information of these
students’ visits. We can send Visit Summary reports on a weekly basis, or individual Visit reports on a
day to day basis. These emails can contain the Student’s name, duration of visit, total number of visits
(if summary report), and any Notes that the student or consultant may have recorded.

IMPORTING FACULTY INFORMATION

Faculty information may also be imported into your Trac system from your Student Information System.
Whether your campus uses Banner, Datatel, Peoplesoft, or even a homegrown system, we can extract
data from your Student Information System and Import the appropriate data into your Trac system.
This process can be run on a manual or automated basis.

The following table lists the fields that are available for importing into the course enrollment (or
progress reports) of TutorTrac. Note, instructor fields may be imported in a separate text file.
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COURSE ENROLLMENT / FACULTY TABLE

Name Type | Required Description

The unique numeric ID of the student. In some cases the ID is the

Student ID | A20 |Yes secondary alphanumeric ID - please indicate to us which ID will be
utilized.

Course A40 | Yes The course in which the student is enrolled

Section A40 | Yes The section in which the student is enrolled

Title A80 | Yes The name of the course in which the student is enrolled

The term code for the semester that the student is enrolled in: 032

TermlID # Yes might be the year 2003 Spring, and 034 might be the year 2004
Summer.
Instructor - . .
D 7 If utilized, coordinate the use with Redrock Software.
Instructor .
A60 The fullname of the instructor
Name
Instruct
n's ructor A40 The instructor's first name.
First
Instructor
A40 The instructor's last name.
Last
Instructor . , .
. A80 The instructor's Emaill address.
Email
Instructor
) A20 The instructor's phone.
Phone
Instructor . .
Sal A8 The Salutation or Degree for the instructor (Phd, etc.)
Grade A20 The Grade received for this course.
Value # The Numeric grade value
Date D Date grade/report issued.

The report type (midterm, final, etc.) In some cases it is simply a flag
Type A40 used by the system to indicate the disposition of the course
(REGISTERED, DROPPED, WITHDRAWN).
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FACULTY EMAILS

Often, instructors or faculty members would like to know if any of their students enrolled in their
courses are receiving tutoring or advising. In this situation, automated emails can be sent out to faculty
members detailing Visits made by students enrolled in their courses, for the subjects that they teach.
Because this process requires some customization, contact Redrock support for more details at
support@go-redrock.com.
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Chapter 14: List Management

List Management: Overview

The List Management capabilities allow you to add students to a list and then retrieve the list of
students at a later time for a variety of purposes. Lists may be compared to each other in order to find
intersections, unions, and differences. Lists may be static or dynamic.

Practical Uses for Lists

Lists may be used to group any population of students together and give the user the ability to quickly
display all students that belong to a list. This functionality in and of itself makes lists useful indeed.
But there are other ways that lists can be utilized to provide added functionality in the use of the
tracking software.

= Centers may require that only certain students are allowed to log a visit to the center. This can be
done by adjusting the preference in the subcenter entry screen to constrain logging visits to
students from a certain static or dynamic list.

= Centers may also require that only certain students be allowed to book an appointment in a
particular center. The same subcenter entry screen gives the ability to constrain appointment
booking to only those students that belong to a particular static or dynamic center.

= Lists might be used for grouping certain student populations, like students that participate in a
particular sport - this list of students might be particularly important to a coach.

= Lists might also be used to categorize students that qualify for a certain program or be part of a
special needs program where those students are reported on in a special fashion. Since the
standard reports include an option for choosing a list to use for the student population on the
report, organizing the students into a list makes reporting on the group of students straight forward
and easy.

Static Lists vs. Dynamic Lists

Static Lists

Static Lists are lists of students that you create where you may manually add or remove the student
from the list. Thus the student stays on the list statically until you remove the student.
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Dynamic Lists

Dynamic Lists are lists where you provide search criteria that describes the students that belong to the
list. Each time the list is displayed the stored search criteria is executed to find the list of students
that match the criteria. Thus the population of students can change from day to day, making this list
very dynamic.

Dynamic Lists may be based on another dynamic list. For example if you had two dynamics lists, one
called Baseball that searched for all students that have the value baseball entered for the sport field,
and another dynamic list called football that did a similar search for the key value foot ball, you could
then have another dynamic list called Athletes that looks for all students that are members of either
the baseball list or the football list. This means that anytime the value of the sport field changes for a
student, his or her membership any related lists are automatically updated.

List Management: Preferences

In order to manage students in lists, users must have access to the student listing screen, which is
accessed by student search. In your Group Access Preferences, we need to activate the following
preference for the appropriate groups:

Groups Eniry % |
ID: -1
Group Mame: Sys Admin
Center Access Userlist  KIOSK List  Scheduling | Stedent Enfry | Log InfCut Admin / Modules Restrictions

Student Entry Screens:
[¥] Allow User to View Student Resource Usoge -
Allow User to View Student Messoge History
Allow User to View Student Progress Bpts
Allow User to Sove Changes to Student Progress Rpis
Allow User to Access Student Document Postings
Allow User to Access Student Semester History, rptlD:
Allow User to Access Administrative Document Postings (in Utilities)
Allow User to Sove chonges to Student records
Allow Uzer to Delete Students

Restrict To: -

Student Entry Formm: FULL: Standard Admin Access -
Allowy Uze dit Student Passwords [all sysAdmins may edit)
Student Search Screens: I Allow access
[¥| Show Custom Fields on Student Search
¥ show Progress Fpts Fields on Student Search

m
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Any existing lists may be given to a user's group. This is done on the center access tab of the group
entry screen. Access to a list may be given for read only purposes. Search only means that users may
only find the students in the list but may not assign a student to the list. Search and Edit access to the
list allows a user to remove or add students to and from the list. Note: any lists that have been
removed from the system may be display as Not Found in the list access field.

Groups Enfry % |
I0: -1
Group Mame: Sys Admin
Center Access | Userlist KIOSK List Scheduling Student Entry Log InfOut Admin f Modules  Restrictions

et g i

(%] Student Document *  (X] & i

Center & Subcenter Access:
Post Doc Types:

[%] Redrock Football 2010 ® %] Not Found # [®| Business Majors

%] career & x| English Majors %] Football 2010 P

%] Has not missed lots of appointments # %] 3ohnson *

IE Learning Center List > IE Learning Center Prospect > IE Math P

%] Math Major * %] Men's Soccer (%] Missed lots of appointments *

(%] Need Graduation Prep * (%] pES Students ® X PES Students &

(%] pESStudents # %] pESStudents (%] Sage Candidates P

%] scheduling Test List. ® % sTEM ® %] Students 141 to 140 &
IETHigh NES Dynamic Advisors P %] List By Name *

%] probation List ® (%] 85202 Zip Students P

[%] Academic Probation 1 Term # %] Academic Warning *

%] co students ® %] Freshman ® ® Honors ® (%] Jacobs List »

(%] Mo Students # ETernpe Az * [®lwomen's Tennis #

%] sStudent Roster 2011 * %] crim Major Freshman *

[%] 201205 Business List ® (%] Bear Claw Students # [®| Bradley's List

(*| Brook ACCLIest® AAA List ® (%] combo Athlete List
%] Banned » | ¥ | all | clear
Key: Search Only Yearch and Edit

Use the buttons to add a single list, add all lists or clear all lists to a group’s access
privileges. Click on the actual list to change the color coding or access type privileges.

[ |

Creating a Static Student List

First find the students (or one of the students) you would like to add to a new static list via Search (See
Chapter 19: Tips & Tricks - Search section). Then, from the List Options -> Lists menu, choose Add
these to a new List. You will be asked to name the List, enter the name and click OK. The students that
are currently listed in the Student Listing screen will be added to the newly created student list.
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(7)

Reports™ |23nf3&32351udaﬂsfamd |
List All
Hame Last Date In Status Logged In
Search....
. st 3F/2012 ACTIVE
Utility Search
Ahmed Galal 21122010 ACTIVE
Power Search
3302000 ACTIVE
Mew Student....
- - 11/30/2011 ACTIVE
[Lists...» | [Add these to a new list...
— 20472013 ACTIVE
Send HTML Note Add thel_jto list...»
] ) ) ) 8/11/2010 ACTIVE
Reqgister in Online Ses Remove these from list...™
o 5412012 ACTIVE
Create New SAGE Ref Intersect these with list... >
. 57572011 ACTIVE
Post a Document List Management...
o 7/20/2012 ACTIVE
Batch Visit Entry...
) ) 2f14/2013 ACTIVE
Flagged Students.... ® Academic Probation 1 Term
21132013 ACTIVE
Send Surveys.... ®  Bear Claw Students
) ] /2412010 ACTIVE
Related Data.... # Business Majors
- 271142011 ACTIVE
wa Chess Club 2010
I %~ riooz00122 | 2/24/2010 ACTIVE
wa Football 2010
! I'\u ROOOOQool16e ! . SF2EI2001 ACTIVE
wa Sage Candidates
I %~ ROOODDO122 | - 2/14/2013
' I* Rooo000157  Fike, Marisa 201512013 ACTIVE
| E ROOO012000 Reynolds, Maloclm 2152013 ACTIVE
! \\E ROODDD0D154 Root Michole L 522002 ACTIVE
i ‘\E RO0D1234567 Schmaoe, Jos &16/2012 ACTIVE
i E RO87654321 Smith, Bab 51312012 ACTIVE

Dile Am

o rannyn

AmTn T

Enter the name of the list you want to add the 28 students to:

Sage Candidates

Ok | | cancel
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Modifying a Static Student List

To add additional students to an existing Static Student list, we can generate a new search in the
student listings. When we’ve found our results, select “Add these to List” and select your existing

Student list.

@)
List all
Search....
Utility Search
Power Search

Mew Student....

Reports~

Students Listing

[ 105 of 38823 students faund |

X

<4 Poge 1 ofz P

Name

[

Lists...»

Add these to a new list...

Send HTML Mote

Post a Drocument

Batch Visit Entry...

Send Surveys.... P

- ROOOOODO015

'\~ R529698240

™ RODDOD1138

™ RODDOD0137

List Management...

Last Date In
BfE[2002
PI27I2012
1/&6/2012
104342011

LR R L a Bl

Add these to list...” | Academic Probation 1 Term
Register in Online Ses Remove these from li: Bear Claw Students

Create New SAGE Ref Intersect these with lic Chess Club 2010

Football 2010

i Sage Candidates
i,

Bear Claw Students
Business Majors
Chess Club 2010

' Football 2010
.Sage Candidates

e

Antonison, Rex E

Flagged Students.... ® Academic Probation 1 Terni_}

2012

5M12/2011
/420N
/612013

52102012
1/4/2012

51472012

Status
ACTVE
ACTIVE
ACTIVE
ACTIVE
ACTIVE
ACTIVE
ACTIVE
ACTIVE

ACTIVE
ACTIVE
ACTIVE
ACTIVE
ACTIVE

ACTIVE

Logged In

Individual students can also be added or removed directly from their Student record. In order to
remove a single student form a list or add a student to a list, you must have access to the Full Access
screen of the student entry. Open the student record (by clicking the student’s ID in the Student Listing
screen), then navigate to the Lists tab.
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udent Enin (%]

General info Documents SAGE Vit Summary  Mistory

©: 000111316  Borcode: 0111316 | ACTIVE v | Seq: 37694 @)

Lost Nome: Abbott g
Ant, Midde ?;;Q;
Adcress 123 North 3rd Way

City, Stote Zip: Mesa . AZ (85230
gmot:
Betndote: 6/1/1975
HomePhone:  WorPhone:

Handle: cabbott
™ Confirm BIO on next log in

(Save | [ Delete |
Basic Info  Custom Camex Center Info Lits
Add to List: 2]
Crance ADDOR 15 3 member of the following lists:
Bascball2 © Leaming Center List © Math Major Mesa Students

= Lists shown in green are static lists where you have editing privileges. Click the x next to the
list name to remove the student from the list. You may add a student to a static list by click on
the Add to List menu and choosing a list from the list of choices.

= Lists shown in dark blue are lists that are dynamic, they were created via search parameters
and therefore the student may not be removed from the list in the same way as static lists.

Creating a Dynamic Student List

To create a new dynamic list, choose the Power Search choice from the List Options menu in the
Student Listing screen (see Chapter 19: Tips & Tricks > Power Search for more info). Enter the criteria
for the new dynamic list.
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© Mk Busress

1. Susiness Majors { Oynamic 4

Enter a name for the new dynamic list in the entry field at the bottom of the power search screen and
choose Dynamic for the list type. Click Search to find the students and create the new dynamic list.

Dynamic Student Lists: Intersections, Unions and Differences

Lists of students may be compared to other lists of students. For example, two lists may be compared to
find students that exist in both lists, this is called an intersection (*) between two student lists. One way of
describing an intersection is the use of the word 'and' in the definition of search criteria. For example, one
list might contain students that are athletes and another list contains students that are eligible for a certain
program. To find students that are eligible and are athletes, you would intersect the two lists to find the
results.

Unions (+) are used to combine the list of students from one list with the students in another list. One way
of describing a union is the the use of the word 'or' in the definition of the criteria. For example if you
wanted a list Business Majors or English Majors, you would union the Business Major list with the English
Majors list. Another way defining the result is that the Business Majors list is added to the English Majors
list.

Differences (-) are used to remove the students in a list from the students in another list. Generally, the
word 'not' is used when defining the lists of students using a difference. For example you could find all
students that are Business Major but do not have a 4.0 GPA by having two Lists, one of Business Majors
and another of 4.0 students. The result would be defined as Business Majors minus the 4.0 students.
Another way of describing the result would be to say Business Majors that are NOT 4.0 Students.

292



List Management

0 st ) > w2 16 futs found droge ) o0

Oy

»~

Type Detete
Basebaliy

Business Majors
career

Chess Club 2010
English Majors
Football 2010
Johnson

Learning Center List

Synomic Lst

ot Ly
ynomc Ust
$1ore Ly
More e
sorc e
Learning Center Prospect
Math
Math Majoer
Mosa Students
Need Graduation Prep
Newsome
Students 141 10 149
Thomas

Sofc o8t
Oynomc st
Oynomic us!

Stetc Lt

$ierc ost

HNoMmc L9

O dE
414¢<4<<444<411‘5‘

00000O0OO0COOOOOOOO0ODO

Sorc o

The Trac system has a method for quickly making a comparison between two lists. Choose List
Management from the Lists menu under List Options. In the window that appears you may view all the
lists you have access to. At the top are place holders for two lists and an operation to perform on the
two lists (%, + or -). View the result of the operation by clicking the results button. To choose what the
two lists are, click on the downward pointing triangle in the List 1 or List 2 column for the lists that you
would like to choose. After choosing two lists and an operation, click Results.

The student listing will then display the students that represent the intersection, union, or difference
between the two student lists.

Watchlist Indicators

Students added to a List can then be added to a Watchlist, which can help visually organize and
separate groups of students that require special attention. A color coded dot can be assigned for each
list to differentiate between classifications, and watchlist status can be displayed on the Log listing,
during the log in/out process, on the student record, in the student listing, and in appointment
records.

To create and modify your Watchlists, navigate as an Administrator to your Utilities & Prefs. Select the
System Prefs tab and in the search field type “Watch” and hit enter or return to perform the search.
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Batch Utilities £

Batch utilities allow you to perform searches, data changes and vanous other operations on a selection of records. Many of
these operations can not be undone o do not activate a destructive process if you are unsure of the results.

There are 38823 Student records for processing.
Change Wolue Delete Batch Script Custom Utility | System Frefs | Advonced Prefs  LDAP Tool  Emoil Tool  Autormmated Events

] 10 system preferences found
watch yEEm e

Pref Value

Watch List Indicator Setup

Watch List Indicator #1
Watch List Indicator #10
Watch List Indicator #2
Watch List Indicator #3
Watch List Indicator #4
Watch List Indicator #5
Watch List Indicator #6
Watch List Indicator #7
Watch List Indicator #8
Watch List Indicator #9

You can create up to ten watchlists to highlight or differentiate a variety of criteria. Click on the
Watch List Indicator #1 preference to modify your first Watchlist.

Batch Utilities

Batch utilities allow you to perform searches, data changes and various other operafion: on a selection of records. Many of
these operations can not be undone so do not activate a destructive process if you ore unsure of the results.
There are 38823 Student records for processing.
Chonge Vaolue | Delete  Batch Script Cusfom Utility | System Prefs | Advonced Prefs  LDAP Tool  Email Tool  Autornated Events
Display an indicator that a student appears on special watch list. Create a list and give Search Access to the
cppropriate user's groups.
Link to List: -
Indicator Coler: [FCFCFC
Disploy on:[#lLog List
:¥log Inj/Out
[Fhtudent Entry
:[¥tudent Listing
ipf Enfry

Save |

Here we will need to link this Watchlist to an existing List, whether dynamic or static. We can then
select a color for the watchlist, and we can also choose which areas the watchlist indicator will appear
in. Click Save to save your watchlist.
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On the Log Listing:

2 Log ltems Listing
Time In - - 2 Log ltems found
1} Time In Center / Reason / Subj Consuliant
ROOO000132 Demo Learning Center
. 2/19/2013 i
# Paulson, Georgiana T & 10:25 AM Homework Unassigned @

ENGI10T1 01 20112

Check resource infout to Georgiana Paulson?
ROCCO00001
# Smith, Sam

Demo Learning Center |
General Tutoring
ACCTGI11 202 20112

B 2/19/2013

. 10:35 AM Unassigned @

Check resource infout to Sam Smith®

During the Log in / Out process

Choose A Redson

Sam,
Please choose a reason and subject for the visit:

Select a Subject: Select a Visit Reason:

*| |Consultation -

ACCTG110 205 20112 Fundamentals of Financial Accounting Extra Help

ACCTG111 202 20112 ACCTG111-202 General Tutoring

CI1S106 200 20112 CIS106-200 Homework

ENG101 01 20112 First Year Composition Online Session
Peer Study Group
Research

In the Student Entry record:

Student Entry

General info | Documents  3AGE  Visit Summaory  Hisfory  Closs Schedule  Programs  Belt Tests  Woodchuck Tests

ID: ROOO00D0D0T Borcode: 1 ACTIVE

Smith

Sam

123 Sunny side ofthe St
Mesa . CA 85274

Last Mame:
First, Middle:
Address:

City, State Iip:
Ernail:
Birthdate:
Home Phone:
Text Msg Addr:
Handle:

6/12/1979
555-565-5555 Mobile Cell Phone: 555-555-5555

-[[] Recsive Cther Bulletins
ssmith

[ confirm BIO on next log in

— Sequence: 23348
LY | Created: 4/21/2004

s

Student Photo
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In the Student Listings:

9, Students Listing %]
List Options~ Reports~ 1 of 33823 studenfs found
1‘3 11} Name Last Date In Status Logged In
:: 2 ROOOO00001  Smith, Sam 2/19/2013 ACTIVE
In the Appointment Entry Record:
Appointments Entry % |
#a Student: Sam Smith 4 & Staff- Jane Dee
RO0Q000001
555-555-5555 [ TI5IITaEEE
Appointment Info | Visit Info  Document  Admin
Here are the instructions to book an Appointment:
Center: Demo Learning Center -
Sukject: ECONT95900T 20112 Fund:
Reason: General Tutoring Status:

Daote: 2/19/2013

none
Recuring Appt Tyoe: [[|Book future weekly available slofs
2/26/2013, B/5/2013, 37122013, 3/19/2013
Phone:
Motes:

] 10:00 AM  To: 11:00 AM
ime:
Appointment Duration: 60 + minutes

NumWatchLists Preference

There is a system preference entitled “NumWatchLists”, located in the System Prefs tab of your
Utilities & Prefs, that determines how many watchlists are Active. You may need to modify this

preference to enable more active Watchlists.
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Batch Utilities

Batch utilities allow you to perform searches, data changes and various other operations on a selection of records. Many of
these operatfions can not be undone o do not activate a destructive process if yvou are unsure of the results.

There are 0 Visit records for processing.
Change Value Delete Batch Script  Custom Utility | System Prefs | Advanced Prefs  LDAP Tool  Email Tool  Automated Events

o 12 system preferences found
I@watch Q yEEm e

Pref Value

Watch List Indicator Setup

recomputeWatchAfterSave

Watch List Indicator #1 .- No Class
Watch List Indicator #10 ... Honors
Watch List Indicator #2 ... Football 2010
Watch List Indicator #3

Watch List Indicator #4

Watch List Indicator #5

Watch List Indicator #6

Watch List Indicator #7

Watch List Indicator #8

Watch List Indicator #9

in

Qe

Batch Utilities

Batch utilities allow you to perform searches, data changes and various other operations on a seleq
these operations can not be undone so do not activate a destructive process if yvou are unsure of th

There are 0 Visit records for processing.
Change Value Delete Batch Script Custom Wility | Systemn Prefs | Advanced Prefs  LDAP Tool  Email Tool |

MumW atchLists

How rmany active watch lists?

10

| Save Delete
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Constraining Logins based on Lists

= Centers may require that only certain students are allowed to log a visit to the center. This can be
done by adjusting the preference in the subcenter entry screen to constrain logging visits to

students from a certain static or dynamic list.

In your Center Profile > Centers Tab, click on the Subcenter you want to constrain logins for. Click on

the Constrain Student Logging to dropdown menu to select an existing list.

Center Profile: Redrock Tutoring
Sensra Group Access  Tutors  Sections  Reaosons  Prefs

O 000046
Parent ID: 000045

Subcenter Mame: Demo Leaming Center
nactive: [[] Yes Logging Allow: [ Inactive , [ Banned

Consfrain Student Booking to: -
Consfrain Student Logging to: |L]
Reference Code: | Math -
Math Major
Men's Soccer
| Save Subcenter | Mesa Students
g Missed

Missed lots of appointments
Mo Students

%]

PES Students
Probation List

Redrock Football 2010 k‘
S

age Candidates
Samplel | Constrain Student Logging to

Scheduling Test List |

3 avoilabsty block: | Need Graduation Prep
MNew Amazing List
Date From Date To Time Fr: Newsome Description Global
2/10/2012 ziyzoz sooam Mo Class VACATION
1/14/2013 1142012 s0oam | Not Smiths Canter Block
2/7/2013 72013 sooam |OCT TEST . Test 2
PAP

After you’ve selected a list, click Save Subcenter to save the latest changes. Now, only students on the

list that you chose will be able to log in to the subcenter in selection.

The same restriction or constraint may be placed for a subcenter in regards to booking appointments. If
you would like to ONLY allow students who are on a list to book appointments, click the Constrain

Student Booking to dropdown menu and select the list.
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List Management: Running Reports based on Lists

If a user has the appropriate privileges, reports can be run based on student lists. Let’s navigate to the
Report Chooser to go through an example. Click on the TracMan icon > Reports.

In the Student by category is a report entitled Visits / Students By ??.

Report Chooser %
Choose a report category and then a particular report. o
Pick o center:
Student Search...
Consultant Search...
Visit Search...
= 02/20/2013
= 02/27/2013 FE .. ~ [Clavto Recompute Dates
Students By e Group Visits By: Full Name * Search: Pg Brk
Students that Visited by Consultant Group 2: - [ Pg Brk
C_orjsultanthenterSummary 7| Group By Studert-[#] Show Visits: [ =
Visits for Students : [] Show Details if Not Grouped by Student
Visits/Students by 77 Show total fime oo (0.00) ~
Appointments/Students by 77 L o :
Students by Center Grid Additional fields to add to repori:
Students/Visits by 77
Students Visits Cleanup Data
Students by Appointment Status Student:
Wisit:

Click on the blue Student Search... hyperlink to expand the field.

Fick a center:

Student Search...

Shudent ICc

Fluse previous ist of student records
'DDnh,f show active registered students

Etohus:
Ratamed By
Mojar:
CrodUnd:
Ceollege:
Cloes

Cohaort:

£ S S

Ethricihy:

Iy Code:

O Lkr: b
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Select a student list using the “On List” field.

Ethricity: w

B

Consul H'5tBY Name N
visits|Mah
— — Math Major
==m: 02/ Men's Soccer
. Mesa Students
02/ Missed
Grov Missed lots of appointments sarch]
Mo Students earchi
Group | Need Graduation Prep
Mew Amazing List by Sty
Show Newsome
Mo Class
A ddifior Mot Smiths
OCT TEST
PAP
PES Students
Probation List
Redrock Football 2{1*11
Sage Candidates
Samplel il

b Reco

m

This process can be used in many different reports to run reports based on a student list.
Here are some other reports that allow the utilization of lists:

e Scheduling
o Appointments / Students by 7?

e Center Usage / Demographics
o Center Usage & Demographics By

e Students By

Visits for Students

Visits / Students by 7?7
Appointments / Students by 7?
Students by Center Grid
Students / Visits by 7?7

Students Visits Cleanup Data
Students by Appointment Status

O O 0O O O O O

e Registrations By
o Registrations by 7?
o Progress Report Listing
o Progress Report & Visit Info

300



O O 0O O O O

Progress Report Listing by Subject

Progress Report & Visit Info by Subject

Progress Report Detail by Student
Visits by Instructor & Subject

SI Comparison

Sl Session Listing

Other

o

o O O O

Visits for Students

Visits Export

Center Usage & Demographics by
Students Document Followup List
Students Document Post List
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Chapter 15: Kiosks

Traar Navianatinn:
Main Menu

Log listing )\
Schedule

Reports

EntE?_LKIDSK... Learning Center Kiosk

My h_gfs

SAGE Management...

SurveyTrac Management...
Whiteboard Management...
Utilities and Prefs...
Confirm Bio...

User Guide

FAQ

TutorTrac.com

Request Support

Switch to Student Profile...
Exit

Kiosks, or student sign in stations, can be setup at your Centers to facilitate an efficient login / logout
process. If having Front Desk Staff sign students in is not a feasible option, Kiosks can be an effective
alternative to recording accurate Visit data.

A Kiosk account provides your users with a sign-in station that that can run autonomously. Students can
sign into a Kiosk station when arriving and departing their visit. The Kiosk Station does not have to be
staffed in the conventional sense and does not need to be actively overseen by a staff member.
Because a Kiosk account is primarily used by Students, access is very restricted. From a Kiosk a student
may

= Log in for a Visit
= Log out of a Visit

The Kiosk is not used for any other activity and as a result students cannot access any confidential

information from the KIOSK mode.
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Kiosk: Group Access Preferences

Kiosks are created within the Group Access Preferences. Any User assigned to the same Group as a
Kiosk can switch to Kiosk mode. A User (this might be an administrator, coordinator, supervisor, front
desk staff, student worker, etc.) can log into the student sign-in station with their own account, and
then switch to Kiosk mode from the Trac Navigation Menu by clicking on the TracMan icon.

Before we create a Kiosk, we must first make sure that the Group we are creating the Kiosk for has the
appropriate preferences activated. Navigate to your Group Access Tab by opening your Center Profile
and selecting your Center Profile. Select the Group Access Tab.

Center Profile: Redrock Tutoring % |
General Centars Tutors  3Zections Reasons  Prefs
Demo TT Admins

Users: barker5, TIO2admin, jhalter, TTIO ladmin
Consultants: 34 linked
KIQSKS: Demo TutarTrac Kiosk, Demo TT Test Kiosk, Demo Walkin

Front Desk Staff

Users:

m

Consultants: 1 linked

Make sure that the first checkbox (Log Visits To) is activated for the Group in Selection (for this
example, Front Desk Staff). This checkbox must first be activated in order for the preferences that we
need to activate in the future to be functional. Now select the Group of your choice (for this example
Front Desk Staff). Click on your Group’s name to open the preferences for that group. The first tab
selected will be the Center Access Tab. Here we will need to add the appropriate subcenter(s) to the
Log Visits To category.

Groups Entry X |

ID: 170
Group Mame: Front Desk Staff

User List = KIOSK List  Scheduling Siuvdent Enfry  Log InfCOut Admin f Modules  Resirictions

Center & Subcenter Access:
|£| Demo Advising Center > |E| Demo Learning Center > %
Kev: Log, Mo View Logand Wiew “View only, no logaging
Visw Schedules:  ® Deme Learning Center ® (%] Demo Advising Center &

Fey: Wiswr Schad - Fdit Annt View Sched - Fdit All
Wiew Sched - Edit Avail (No appts] Search Availability Only
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In the Log Visits To category, click on the blue dropdown arrow next to the all and clear buttons.
Select the appropriate subcenter for your Kiosk, and make sure it is coded in the Green color (Log and
View). To change the coding of a subcenter, simply click on the subcenter name to toggle between the

various codes detailed within the Key.

Kiosk settings: Tech Info

Reasons are contained within your Center Profiles, so hover over the search glass icon on the right
hand side of the Trac Navigation bar (top left corner of Main Menu) and choose Center Profiles. Click
on your Center Profile.

Then, navigate to the Log In/Out tab. The Log In/Out Tab contains some preferences that control some
options in regards to your Kiosk.

Groups Entry % |

ID: 170
Group Mame: Front Desk Staff

Center Access  User List KIOSK List 3cheduling  3tedent Eniry | log Inf/Out | Admin f Modules  Resirictions

@)
Log

Llzars -

ser to Search by Mome on Log Listing KIO5Ks

Allow Uszer to Search by Barcode on Log Listing

Allow Uzer to Create 3tudent when Mot Found

Allow User to Edit 5tudents on Log Listing/Appts

Allow Uszer to Log Fesources in and out E

[ Allow User to view cgoged out items on log listing

[ Allow User to view waork visits on oq listing

[ show student photos on listing

¥ Show Visit Center on oq listing

¥ Show Visit Beason on oq listing

¥ Show Visit Subject on oq listing

O use arger font on log student dialog

Allow User to Search by Name on Log Listing KIOSKs will allow users to type their name into the Log

Student window in order to log in (as opposed to ID number).

Allow User to Search by Barcode on Log Listing allows users to search via Barcode number in the Log
Student window to log in. This preference is required if you are using a Barcode Scanner or Card
Reader (Contact Redrock support for more details in regards to Barcode scanners - support@go-

redrock.com)

Allow User to Create Student when Not Found allows users to create a new student profile if an ID

number or search for Name returns with no results (or does not exist).
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Creating a Kiosk

Now that we’ve set the necessary preferences, we can create a Kiosk account. To do this, within your
Group Entry Preferences, navigate to the Kiosk List tab for your selected Group. Here we can click on
Create New to begin the process of creating a Kiosk.

Groups Entry % |
ID: 170
Group Mame: Front Desk Staff

Center Access UserLlist | KMOSK List | 5cheduling Stedent Entry Log InfCut Admin f Modules  Restrictions

@
KIOSK List for this Group:
! KIGSKs found

Name --- Linked Center

First type a name for your Kiosk in the KIOSK Name field.

Groups Entry %]
ID: 170
Group Mame: Front Desk Staff

Center Access Userlist | KIOSK List | Scheduling Stwedent Entry  Log InfCut Admin f Modules  Restrictions
6

KIOEK List for this Group:
Sequence: [
KIOSK Mame: Learning Center Kiosk
Linked subcenter: -
[l show Students [ Log Resource
Linked locafion:

Functionality: In-Qut -

Save KIOSK | l Delete KIOSK

Once you've named your Kiosk, we will need to click Save KIOSK before we further modify its settings.
After saving your KIOSK, click on your KIOSK name.
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Groups Entry
IC: 170

Group Mame: Front Desk Staff

Center Access  Userlist  KNDSK Llist | 5cheduling Stedent Entry Log InfCwut Admin f Modules  Restictions

@
KIOSK List for this Group:
1 KIDEKs found

Name ---

I Learning Center Kiosk

U

Linked Center

Groups Entry
IC: 170

Group Mame: Front Desk Staff

Center Access  Userlist | KINDSK List | Scheduling Stedent Entry Log InfCut Admin f Modules  Resfrictions

@
KIOSK List for this Group:
Seguence: 473
KIOSK Mame: Learning Center Kiosk
Linked subcenter: -

[ show Students [ Log Resource
Linked locafion:

Functionality: In-Out -

Save KIOSK | l Delete KIOSK

At this point, you have the option of Assigning the Kiosk to a specific Center through the Linked
subcenter function. You can do this by clicking on the dropdown arrow next to the Linked subcenter

field, and indicating the Center in the Assighed Center preference. Now Students that sign in through
the Kiosk will always be signed in to the Assigned Center.
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KIOSK List for this Group:
Seqguence: 473
KIOSK Mame: Learning Center Kiosk
|linked subcenter] l;]

Linked locatfion: Demo Advising Center
Functionality: I e LT

S EE— Linked subcenter
Save KIOSK | l Del

The Show Students preference if activated will display students’ full names after they log in. This
preference will also allow students to log themselves out by clicking on their own name (as opposed to
swiping their ID again).

Log Student:

Enter StudentiD and click return/enter on keyboord
Shudent 3:I| :l

TutorTrac Main Menu

Welcome! |

Redrock Advising Notice:
This is a test of the Kiosk message on AdvisorTrac

Redrock Tutoring Notice:
Message on KIOSK from Redrock Tutoring

Smith, Sam

s

The Log Resource preference will display the Log Resource window if activated, allowing students to
check out resources as needed.
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Log Student: Log Resource:

Enter StudentlD and click retumfenter on keyboard
Log Resounce: I
Student 10|
or Student ID: I

TutorTrac Main Menu

Welcome!

Redrock Advising Notice:
This is a test of the Kiosk message on AdvisorTrac

Redrock Tutoring Notice:
Message on KIOSK from Redrock Tutoring

We can also link the Kiosk to a Location through the Linked location field. This will be dependent on
the Locations that you’ve defined in your Center Profile Prefs: Scheduling Tab (See Chapter 3: Setup -
Prefs > Appointment Status & Management section). Type in the appropriate location in the Linked
Location field to assign a Location to your Kiosk.

Cffice

Hall

Library
Student Center

Appointment location choices:

KIOSK List for this Group:
Sequence: 473
KIQSK Mome: Leaming Center Kiosk
Linked subcenter: Demo Learning Center -

[ show Students [ Log Resource
| Linked location]Library]

Functionality: In-Qut -

Save KIOSK | l Delete KIOSK
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The Functionality drop down menu allows a User to set the major logging functions of the Kiosk.
Through the functionality preference, we can determine whether our newly created Kiosk will be

Logging students in AND out, only logging students in, only logging students out, or putting students on
a Wait list.

FIOSK List for this Group:
Seguence: 473
KIOSK Mame: Learning Center Kiosk
Linked subcenter: Demo Leaming Center -

[ show Students [ Log Resource
Linked locafion: Library

|Func’ric::n|::|lﬁ'_.r:| In-Out

: : : -
’—*Swe KIOSK | In Only Does the student log in or ocut, or only in or enly out at this KIOSK?

Cut Only { J
WaitList

The Wait List function is most commonly used in AdvisorTrac to differentiate Visit time from Wait
Time. A typical scenario occurs when a Student logs in to your center and is assigned to the “First
Available” Consultant. The system then records this student’s “Wait Time”. As soon as a Front Desk
Staff member or Consultant assigns a Consultant to the student, the student is taken off of the Wait list
and the system begins recording Actual Visit Time. Setting your Kiosk functionality to WaitList will not
allow students to log in or log out, rather, only students who are on the Wait List will be displayed.

(7 Wait Listing ]

1 Wait found

Who Time In Center To See:

®
Smith, Sam  11:31 AM Demo Leaming Center i‘ waiting fosee
First Available

Enter the Kiosk

Users that are assigned to the Group containing the Kiosk will then be able to log in to the designated
computer using their credentials. Once they do, they can click on the Trac Man icon, and select Enter
Kiosk. Once they have designated which Kiosk to Enter, the system will log the application in to that
Kiosk account.
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Chapter 16: Customize My Trac
System

How to Customize the Default Login Screen

You can customize the default login screen. Your Campus Name can appear onscreen throughout your
Trac system. You can send a message to all users and provide instructions to log in. A Campus section
provides a custom help link and message. The window colors can default to your school colors, and
your school logo can appear in the upper-right corner of all pages. Each of these settings are global and
accessible to the Sys Admin Group through the Utilities and Prefs.

Log in to your Trac system as a Sys Admin and navigate to the Utilities and Prefs... and choose the
second tab, System Prefs.

To see your changes take immediate effect, we recommend that you open your Trac system in two
separate browser windows or tabs. Log in to your Trac system with one browser window, but leave the
second window at the default login page. After saving a change through your System Prefs, then
refresh/reload your default login page to see the change as it appears onscreen.

Click on the MsgsAll link to create or edit an HTML message on the default login screen. Enter your
custom message in the Data field and click to Save your message. You may format the message with
HTML tags to bold, italicize, or underline your text. You can also format the color or add links to the
message for the users that visit this page.

Click on the CampusName link to edit the Campus Name that will appear in the upper-right corner of
every page in the Trac system, each report, and also in the Campus Information in the upper-left
corner of your default login screen.

Click on the LoginLinkData link to create or edit a campus specific message and a help link for your
users on the default login screen. The help link can be a web link (http) or it can be an email link
(mailto). The message is entered with a WYSIWYG editor to help you format the display of your
message.

Click on the cc link to set the default title bar background color for the Trac system windows. All users
working in the Trac system will see this color on the window title bars. This may take some
experimenting to get a color that you like. Most institutions will set the color to match a school color.

Click on the ct link to set the default title bar text color for the Trac system windows. All users working
in the Trac system will see this color on the text of the window title bars. This may take some
experimenting to get a color that you like. Most institutions will set the color to match a school color.

Logo

Your Trac system will display your School Logo in the upper-right corner of each page. The Trac system
will load the file automatically when it is in place on the server. The file needs to be in GIF format and
named SchoolBanner.gif and placed in your TracWeb40 folder. The TracWeb40 folder is in the
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Webfolder of your Trac installation directory. If your Trac product was installed in the C:\Trac
directory, then the SchoolBanner.gif file needs to be placed in the C:\Trac\Webfolder\TracWeb40
folder. If your Trac system is installed on a Mac, then the installation folder might be
HD:Applications:Trac, then the SchoolBanner.gif file needs to be placed in the
HD:Applications:Trac:Webfolder: TracWeb40 folder. The recommended size of your image is a maximum
height of 75 pixels and maximum width of 350 pixels. These are simply recommendations and you can
upload an image of another size, but it may shift some of the other items onscreen.

The following preferences are located in the Advanced Prefs Tab of your Utilities & Prefs and can also
add to a customized feel for your Trac system. Keep in mind that some may need to be created, if
they do not already exist by default.

campusboxShow
The default login screen can contain a campus information box to the left of the login window. The
campusboxShow setting allows you to enter a value of No to hide the campus information box.

campusboxTitle

If the campus information box is showing on the default login screen, you can also set the title of the
box. The default title is simply ‘Campus’. Enter another title into the value for this preference to
rename the campus information box.

CampusCSS

The colors of the Trac system are highly customizable by default; however, some may wish to be more
advanced with their customizations of the look and feel to the Trac application. The default Trac
application style sheets may be overridden with custom campus information entered in the CampusCSS
preference. Contact Redrock Software Corporation for assistance on entering the correct styles.

LABEL:Password
The password field on the default login screen is simply titled 'Password'. Modify the LABEL:Password
setting to change the title of the password field on the default login screen.

LABEL:UserName

The username field on the default login screen is simply titled 'User Name'. Modify the LABEL:UserName
setting to change the title of the username field on the default login screen.
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How to Customize my Main Menu

Trac Navigation: Log Student: Log Resource:
— Enter SfudentiD and ciick retum/enter on keyboard Y
Q g g e Q REDROCK
orstudenti] G, COMMUNITY COLLEGE
Redrock - Redrock Tutoring
. . n
d\%ﬁ Quick Reports TutorTrac Main Menu Looding RSS tead =
’Ca‘:;F_L“E orts o generaie o " Wekome! | Utiization | Schedule |Enter Work Vig Redrock L
. - Conference 1
The following ars your favorites: Welcome to the TutorTrac 4.0 Demo site. You have access to the TutorTrac demo to familiarize 20130
Ny 5
yourself with the system and to test the new features. _—
The 7th Annual Redrock
. N . Softwr Conferer
tl. Appointments The Trac Navigation menu in the upper-left corner of the screen allows a user to have a ;;ﬂ?fp;: Zrm:l:fre
consistent navigation option throughout the entire TutorTrac system. Consistent links to the
Click fo view in schedule Main Menu, User Preferences, and the ability to search records from any system are now 4« »
You may also search for available from all pages.
availabilities 7
Our development team is working hard to get all of the system ready and we will be providing I You can.uchvute
announcements as the features are fine-tuned. Please let us know if you have any questions. text reminders now
Create Q Quick Visit You can email us at support@go-redrock.com. You can tum on text reminders fo
L. receive an SMS message on your
EiegielalBatchivisik mobile device reminding you of
Thanks, important appointments in our
Redrock Software Support Team center
Attendance for choose a . . L o N -
section Upcoming Appointments This is what Consultants See SIondardiSME e gepaleam oy
2/1/2013 at 10:00 AM with Sam Smith , ko Library - apely.
. B O acivate
2/1/2013 &t 11:00 AM wiith Deb Cook Library . N clivaie
P . Advisors, there has been a change in the
f Log a Student Visit CANCELLED: 2/E/2053 o4 20,00 A4 b Somm Serih | locstic 3
l;} L E formatting of the red sheet, please read
D] it carefully. = 3
2/15/2013 3t 10:00 AM with Sam Smith , locabon: Library l‘i;’q Color Picker
2 yiste foun p L LX)
2vistzfound 2/15/2013 =t 11:00 AM with Deb Cook , location: Library = Click choose a color fo
set the background and foreground.
] Time In L {2013 3t 10:00 AM with Sam Smith , location: Library
romo0aial g I i i}
Jones, Laurissa .. 07 AM 11:00 AM with Deb Cool Library
/f_“_”i“_”?‘fn__ E‘fi‘r’:zﬂ‘a Chorlr 3/1/2013 2t 10:00 AM viith Szm Smith =
(s v

switch to mobile version
pad/tablet phone

Users and Consultants can customize their Main Menu. Each user (administrator or staff) and consultant
can add links to the main features of the Trac system: Reports, Calendar, and Log Listing. Additional
options may also be added to the Main Menu, such as a Tip of the Week from Redrock Software and a
custom RSS News Feed. Log Student and Log Resource windows can be added to the top of the Trac
system for the user to access those features from any page in the Trac system. Log in to the Trac
system and navigate to the My Prefs.

From the Trac Navigation Bar, click on the Track Man icon and select MyPrefs.
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My Preferences Entry %

Main Menu Opfions: -
[seq #:553)
undefined
Guick Reports
Calendar
Mini Log List
Guick Visit
Attendaonce
Tip of the Weesk
Wizard
Color Picker
L_| Center Status
[C] News Feed
Feed URI: hitp:/inews.search.yahoo.com/news/rss?p=Education&ei=UTF-3&f:

ROREREEE

Every Page:
AdvisorTrac Ticker Sound On 1
Log Student (at top of every page)
Log Resource [atf top of every page|

Scheduling:

Schedule Start fime: 6:00a @ End time: 7:00p @

Log Listing:

] Remember Last Search Criteria

Save Prefs |

After you make your changes and click to Save Prefs, the window will close and your Main Menu will
refresh with your new options. If you have selected an option on your My Prefs settings and it does not
appear on your Main Menu, then you need to check the settings of your assigned Group. Let's review
the available options for your users starting in the lower-left corner and moving clockwise around the
Main Menu.

The Mini Log List is available to users/consultants that can view visits and log students in and out of
visits. As its name indicates, the Mini Log List is a miniature version of the full Log Listing, which
displays a list of the students that are currently signed in to receive assistance. As students sign in for a
visit, they appear on the list; as they sign out, they are removed from the list. You can sign a student
in for a visit directly from the Mini Log List. You need a Student ID, Barcode, Username, or Full Name
to sign a student in or out of a visit.
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g - Llog a Student Visit
ia
D:I

2 wisits found

1Dy Time In Reason
ROO0O03131 202013
'} v r o & el
=, General Advising
& Jones, Lavrissa ... 2:07 A0 ner Vising
ROOOO00133 21172013
) ¥ _ )
i = Change Major
“ Carter, Nathan ... — 8:30 A0 = !

The Quick Visit link is available to users/consultants that can view/create visits. This option allows a
user to manually enter a visit for a student. This is typically utilized in a decentralized environment
when the students meet with consultants in various locations across campus, such as classrooms,
offices, or study rooms. The consultant would need to record the visit manually, either at the time of
the visit, or at a later time.

The Calendar links are available to users/consultants that are allowed to view and edit the schedule.
Some users might only be allowed to use the Search Availability screen to schedule appointments.
Some users will be able to access the full schedule with the ability to manage the schedules for the
consultants. The view and access of the schedule is controlled by the Group to which the
user/consultant is assigned.

The Quick Reports options will be available to the users/consultants that are allowed to run reports.
The access to run reports is controlled by the assigned Group of this user/consultant. The links allow
the user to run a standard report from the Report Chooser or to generate a custom report.

The Log Student window can appear at the top of every page in your Trac system. If your user is
allowed to sign students in and out of visits, then they can add this window so they do not need to go
to the Log Listing each time that they need to sign a student in or out of a visit.

The Log Resource window can also appear at the top of every page in your Trac system.

The Tip of the Week can appear on the right side of your Main Menu. This weekly tip is updated by
Redrock Software through our wiki site, http://wiki.go-redrock.com. If your users displays the Tip of
the Week, then they can also navigate the past tips. Simply click on a tip to open the full article at the
Redrock Wiki site.

The Lemming's Color Tool allows the user/consultant to choose their own personal color scheme for
the Trac system. It has taken some years to get to this point in development, but sometimes you have
to bow to the pressure of the group...if the group that you belong to stresses the importance of
wearing a certain color and singing ditties known as "fight songs”, well, for the safety of yourself and
others, wear the color...and sing loud.
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Chapter 17: Trac 4.0 Standard
Reports

Descriptions and Examples
VERSION 4.0

Modified 02/2013
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Adding a Favorite Report

To add a specific report into your Favorites Category click on Reports from your Trac system’s Main
Menu. On the Reports Chooser, select the report that will be added in the Favorites Category. After
selecting the Report, click on the option “Save new favorite with name.” Then change the title to add
the report to your Favorites Category. Then click on the Generate button to save the Favorite Report.

Report Chooser

Cheoze areport categeory and then a particular report.

Fick o center
*) Redrock Advising »

) Demo Learning Center »
() writing Center P
Scheduling bt Student Search...

Appointne Consultant Search...

Cntercedule
Frarm: e
Dates by Tutor m: 11/01/2010 [

Tutors by Date T 1140342010 :ﬁ Last bonth b

Appaintment List Group )

Availabilty Search Pepalimems i Consultant Mame * [Search:

Group Rosters Greup 2| Appt Date ¥ [Search:

Students and Appointment Status CrossTab Show Appts: ] Show Cancelled: ¥ Show Wisits:

v
! o G By Student:
Consultant Appointments,fvisits PR B A

Additional fields to add to repork:

Generate Student:

Appointment

Wisit:

SRS W W TREY 3 [ VN THPPRpS [ =puprpup o] |
; . ; ;

s ave new favorite
with narme: |1 1/01/2010 Appointments/Students

Report Chooser

Chooze areport categeorny and then o particular report,

Pick o center:
[ Redrock Advising »

@l pemo Learning Center P

Favarites | [l writing Center
Wisits/Students by #? Mow 2010 Student Search...
Wisits for Students 2010 Consultant Search...

Students/isits by 77 for 2010 (Mo DY, Appts)  |rom: 110172010 B
Registrations by 77 David Test

Usage Snapshot 1141 -11/30 T2: 11/03/2010 E | LastMonth N
Yisits/Students by 77 Group| .
Appointments By Consultant Name | Search:
) Group 2| Appt Date “ |Search:
- B roup By/Student: é Show Appts Show Cancelled: ¥ Show Wisits:

Additional fields o add to repork:

Student:

Generate
Appoeintment:
Wizt

Formcf:| HTHL V|De|ivery:| Screen v
Sanve over exizting [14] favorite
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Edit / Update a Favorite Report

To edit/update the report in the Favorites Category click on Reports from your Trac system’s Main
Menu (or go to TracMan > Reports). In the Reports Chooser, select the report in the Favorites Category
that will be modified. Make the changes, then click on the option “Save over existing favorite with
name.” Change the title to match your report in the Favorites Category, and then click on the
Generate button to save all changes.

Report Chooser

Choeose areport category and then a particular repert.

Fick a center

(¥ Redrock Advising »

() Demo Learning Center P
(¢ writing Center »

Favarites o |

Yigite/Students by 77 MNow 20010

Yisits for Students 2010

StudentsMisits by 77 far 2010 (Mo D, Appts)
Registrations by 77 Dawid Test

Usage Snapshot 1141 -11/30

Student Search...

Consultant Search...

m: 12/01/2010 ZH ' <= Date Change
\= 12/31/2010 £

Yisits/Students by 77 Group .
Center Schedule N e .4 Consultant Marme * [Search:
! 110 Appaintmen Group 2:| Appt Date v |Search:
Group By Studsnt: Show Appfs: Show Cancelled: ¥ Skhew Visits:
Additional fislds to add to repart:
Student:
Generate
Appointment:
Wizit:
E 4-!|-|‘rn.1| __u_!n I .!C.' " .-.__m!
[Vsarve over axizting [14] faverite
with name: |12/01/2010 Appointments/Student
Report Chooser
Choose a report category and then a particular report.
Pick o canter
[®) Redrock Advising »
) Demo Learning Genter P
Fawarites vl [x] Writing Center »
Visits/Students by 77 Now 2010 Student Search...
Wisits for Students 2010 Consultant Search...
Stud_ents,.'_'\/isits by 77 fDr_201D (Mo D, Appts) R 12/071/2010 B
Registrations by 77 Dawid Test
Usage Snapshot 11/1-11/30 To: 12/31/2010 £
Wisits/Studlents by 77 Groug )
P e | Appointmants By: Consultant Name | Search:
Greup 2| Anpt Date M| Search:
Group By Student: il Shewr Appts: Shew Cancellad: ¥ Shew Visits:

Generate

Additional fields to add to repoark

Student:

Appointment:

Wigit:

Farmat: Dielivery:

Oseve over axizting [14] favorite
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Removing a Report

To remove the report in the Favorites Category click on Reports from your Trac system’s Main Menu. In
the Reports Chooser, select the report in the Favorites Category that will be deleted. After selecting
the Report, click on the option Remove to delete the report from the Favorites Category.

Report Chooser

Choose a report category and then a particular report.

Favaorites -

Registrations by 72 TEST
Don'tforgetthe +

Daily Attended Appointments 2
Yesterday's Missed Appointments
Today's Visits by Reason

David Test

Weekly Visits by Course

s

Duplicate Fields to Export? I
Payroll Hours

m

G %

Generate |

Pick a center:

Consultant Search...
= 12/24/2011
= 12/30/2011  Z LastWeek

Format: HTML -+ Delivery: Screen -

[(save over existing [71] favorite
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Nightly / Automated Reports

To run automated reports, you will first need to Save a Favorite Report. Then we will need to create
the Automated Event. Go to the Trac Navigation, click the Trac man Icon, then to Utilities and Prefs
and select the Automated Events tab. You will need to create your daily, weekly or monthly events by
clicking on the NEW button. In the Event Entry add your Title in the Item Name field (i.e. Daily Report
or Weekly Report). The Process nhame will be “script_autorun”. Check the “is Pending” field to activate
this process, or alternatively after saving activate the checkbox on the far right (Automated Events
Tab). Edit the appropriate schedule and time, then finally click Save.

Batch Utilities

Baotch utilities allow you to perform searches, dota changes and wvarious other operations on a sele
these operations can not be undone so do not activate a destructive process if you are unsure of +
There are 0 records for processing.

Custom Ufiity  System Prefs  Advanced Prefs  LDAP Tool  Email Too! | Avtomaoted Events

Automated Events Enfry

Sequence: 325
[tem MName: Daily Report
Process Mame: script_autorun
Memaory: 0
iz Pending
Last Performed: 922011

Scheduled Date & Time:

Schedule: Dailly - Time: 1:00p @

| Save |

To generate the report automatically each night, click on the Reports link from your Trac system’s
Main Menu (or TracMan > Reports). In the Report Chooser, choose your Favorites Category, and then
select the report in the Favorites Category that will be automatically run every night. After selecting
the Report, click on the blue Auto run button and choose the Automated Event you created to generate
the report automatically each night from the Favorites Category. Make sure that after your Auto run
selection is made, you save the Report by checking the “Save over existing Favorite” checkbox. For
each Automated Report that you would like to run, we need to create an Automated Event.
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Report Chooser

Choose areport categorny and then a particular report.

Pick o canter:
[®) Redrock Advising P

¥ Demo Learning Center &

Favoritas v [® writing Center P
Yisits/Studerts by 77 Mowv 2010 Student Search...
isits for Students 2010 Consultant Search...

StudentsMisits by ?7 for 2010 (Mo Dt Appts)

=nts/ _ Forn: 11/01/2010
Registrations by 77 Dawid Test

Usage Snapshot 1171 -11/30 To: 11/03/2010 EH | »
YWisits/Students by 77 Group .
Centor Schadule et B Consultant Name % [Search:

11/01,/20110 A icents by 77 Group 2:) Appt Date ¥ |Search:
e ByS’rudeni' Show;’-\ppis: Show Cancelled: Y] Show Visits:
“[v]

Additional fizlds o add to repork:

JPAUTS AT
f Mane Student:
N = Mightly Reparts !'hm

R, Appointment:

Wizit:

Forrmat: | HTML % | Deliverny:| Screen s
senve over axizting [14] favorite

Generating Reports

GENERATE THE REPORT: To generate all of the following Reports, you can either select the “Reports”
option from the TracMan icon or click on the “Reports” shortcut link located on your Trac system’s
Main Menu (just underneath the Trac Navigation Bar). In the Report Chooser, select the appropriate
group of reports from the pull down list of available categories. After selecting your category, choose
the specific report as it loads in the menu beneath. After filling in the necessary criteria as it loads on
the right, click on the Generate button to generate the report.
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Scheduling: Appointments/Students by ??

The Appointments/Students by ?? report displays Appointment data for your subcenter(s). Information
can be organized and sorted via the “Group Appointment By” and “Group 2” fields. For each group
selected, the dates and times are listed as well as Appointment status (attended, cancelled, missed),
student, and subject. The report can be regenerated for a specific center, an individual student, group
of students, an individual Consultant, or for different date and time ranges. Additional fields can be
added with regards to Student, Appointment, and Visit Information.

Report Chooser

Chooze areport categorny and then a particular report.

Pick a centear:

%] Redrock Advising P

Xl Demo Learning Center &
[X] writing Center »
Scheduling b Student Search...

Consultant Search...

Center Schedule

Dates by Tutor Fror: 11/01/2010 [

Tutors by Date o0 1140372010 E

Appointrnent List

Appointme

Group .
Avvailability Search Appointments By: Consultant Name | S=arch:
Group Rosters Grovp 2: | Appt Date ¥ [Search:
Students and Appointment Status CrossTab

M Sheowr Appis: Show Cancelled ¥ Show Wisite:
! o G By Student:
Consultant Appointments/visits revp By student: [

Additional fields bo add to repork:
Generate | Student:
Appointment:

YWisit:

Formqf:DeIiver}r:

Osave new favorite

Appointments by Consultant FullName and Date grouped by Student
31 Appointments found

Centers :Redrock. Advising. Demo Leaming Center, Wriing Center
crifericx fiom 1101/2070 fo 11/ 02/ 2010, Acfive consultants only

FullName Date
Appts Hour Dote oot Stort Apet End Tot Hies Storus At Her [uisit reci] Wiz Time Wis Sukj  Wis Ren Wiz Comg
11/3/2010
Antonizon, Anthony Bic 1 1.00
11/2/2010 2:00 P 400 P4 1.00 CAMCELED - DELETED 0.00
Jormes, Wilicrm H 1 100
11/2/2010 1:00 pra - 2:00 P4 1.00 CAMCELED - DELETED 0.0o0
Kuckuck, Ashley F 1 1.00
11/3/2010 2:00 Phd 3:00 Phd 1.00 CANCELED - DELETED 0.00
Loncls, Dersk L 1 100
11/2/2010 1:00 P 2:00 P4 1.00 CAMCELED - DELETED 0.00
Shona, fAolly A 1 100
11/2/2010 12:00 PA4 - 1:00 PR 1.00 CAHCELED - DELETED 0.00
Wialsh, Dougy L 1 1.00
11/3/2010 2:00 Phd 3:00 Phd 1.00 CANCELED - DELETED 0.00
11/2/2070 Totak: & 600 & hon-unigue students
Total & &.00 & non-unique students
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Scheduling: Center Schedule

The Center Schedule shows a quick view of the schedule for all centers and consultants. It is first listed
according to the date. For each date, the centers are listed, and for each center, there is a list of the
consultants with their schedule. A quick look at the schedule can be also generated for a specific
center or an individual consultant through the Center Schedule Report.

Report Chooser

Choose areport categons and then a particular repaort.

Fick a center:

(® Redrock Advising P

® Demo Learning Center P
[ writing Center &

Dats by Tutar Fom: 11/01/2010 [
Tutors by Date

Appaintment List To 11/03/2010 [

Scheduling hd
A Dmtments,."Students by 77

Awsailability Search First Marme:

Group Rosters Lt s
Students and Appointment Status CrossTab Show All Tutors [even with emphy]

Consultant AppointmentsMisits schedule):
Show Al Dates [ewven with emphfl:l

scheadules):

Show Only Appointments: [
[ Sheow Student 1D
Generate | O show Subject
O show Reason

Forr‘ncl’r:DeIivery:

Osave new favorite

Center Scheduvule from 11/01/201010 11/03/2010

Redrock Advising
Avolano, Frank
11/,/2010

200 ARG - 230 Ak iAulti-peron grougp [0 students |5 o |
30 AM - F00 AN Rulti-person group [0 students § 5 mos |
SO0 AR - T30 Akd RAUlH-person group (0 students |5 o |
30 AN - 1000 AR fAulti-person group [0 stodents f 8 o )
10000 Al - TO:20 AN Wulti-person group [0 stodents [ 8 o )
1030 Ak - 1100 AR faulti-person group [0 students [ 8 o )
1100 Adi - 11:30 Al Wultiperson group [0 students § 5 o |
1130 Ak - T2:00 PR fiulti-person group (0 stodents ©8 o )
130 P - <00 P iAulti-peron grougp [0 students |7 o |
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Scheduling: Dates By Tutors

The Dates by Tutor Report shows a grid view of the schedule for the chosen dates of all the tutors. For
each tutor, the dates are listed across the top and the times of day are listed vertically on the left. A
grid depicts the appointment and available times for the tutor for each day in the grid. The grid
schedule can be regenerated for a specific center, an individual tutor, or for different date and time
ranges.

Report Chooser
Choose areport categons and then a particular repaort.
Scheduling V|
Appointments/Students by 77 Pick o center:
Center Schedule (® Redrock Advising P

® Demo Learning Center &
(® writing Center P

Tutars by Date

Appointrment List

Ausailability Search Frorn: 11/01/2010 EH

Students and Appointment Status CrossTab N 11:*30;’201.0 2 [LastMonth b
Consultant Appointments/visits First Marme:

Last Mame:

Show Only Appointments:

Generate |

Formc:f:DeIivery:

Osave new favorite

Center Schedule from 11/01/2010

Redrock Advising

1112000 11022010 11)302010 17402070 11/ 5/20170 11 &2000 11472000
Acdvisor,
Dermo
dvolano,  5-5:300 Ault 5-2:300 fuAult 5-2:300 tAult 5-2:300 TuAult FE0-10:150 1 on =2
Frank groug Sroug group 05 o 1
ars 0f-2 :30-%0 ot a2 vl
2:20-7o inAulti 2:20-%0 fAuli group 05 2:20-%g TuAulti 11-11:200 1 on 2
[= [LuTH]a] group S2E0n tAU Qroup 1
ars 0j-2 group S a2 vl
79300 AUt F-F 500 Tonl 530108 AUt F-2 50 Pt 120220 Multi =
groug caw il group 05 Anderson, group
0i7 01050 Ton 1 10-10:300 Mol Linclscry ore
F30-100 Aulti == group 08 10-10:505 1 an 230-3300 Ml Bl
groug T-11:80 Ton 1l 10:30-11a kol ol groug
[nlr il group Ofs 11-11:508 1 on aré
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Scheduling: Tutors By Date

The Tutors by Date Report shows a grid view of the schedule for all tutors listed according to the date.
For each date, the tutors are listed across the top, and the times of day are listed vertically on the
left. A grid depicts the appointment and available times for each tutor. The grid schedule can be
regenerated for a specific center, an individual tutor, or for different date and time ranges.

Report Chooser

Chooze areport category and then a particular report,

Schaduling V|
Appointments/Students by 77 Pick a center:
Center Schedule [®] Redrock Advising &

Dates by Tuto
Tutar te
Appointment List

%l Demo Learning Center &
[® writing Center &

Awsailability Search Form: 1170172010
Group Rosters To: e
Students and Appointrment Status CrossTah el USWZDTD 2 |LastMonth b
Consultant Appointmentsfisits First Mame:
Last Hame:
Show Oy Appointmeants:

Generate ﬁ

Formqf:DeIiver}f:

s orve new faveorite

Center Schedvule from 11/01/201010 11/30/2010

Redrack Advising

didvisor, Avolane, Frank Bagley, Heather Duckson, Frost, Sodwin,

Greer, John Hunter, #ack, Rich Peoples, Barbara
Derno David Elvis denry John
114142010 28300 hiulfi group 07 12-1p Ressrvad 24551 50 Appt: Cock, 2.9:300 Appt: Carter, 1:30-230p 1on 1
2:30-7a hiulti group 07 Heather i Hasthan & vl
-7 300 AU group OF F

230-3:30p 1onl
el
F:30-4:30p 1 on
avcil
430-5:20p 1 onl
caveil

S:30-10a kol group OFF
10-10:300 kAl group OF 7
10:30-1Ta kAol group OFF
11-11:300  bAulti group OF 7
11:200-12p Mol group 0FF
1:30-4 AU cgroup OF 7
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Scheduling: Appointment List

The Appointment List Report displays the students that had an appointment within the date range, the
center, consultant, the course/subject, and the status of the appointment.

Report Chooser

Choose areport categerny and then a particular repeort.

Scheduling

]

A

it List

Awailability Search
Group Rosters
Students and Appointment Status CrossTab
Consultant Appointrmentsfisits

Appointments/Students by 77
Center Schedule
Dates by Tutor

Tutors by Date

Fick a center
® Redrock Advising »

®) Demo Learning Center P
[ writing Center »

Forn: 11/01/2010 4

To: 11/30/2010 [

All Subcen*ers:yeg

Generate

Redrock Advising

AdvisorTrac
Diate Tirme Student
1112010 800 AR Joizalks Hosh
1112010 800 AR Joizalks Hosh
1112000 SO0 Al rhzilzolin Reyrolcds
1112000 17:00 A Jocoks Hosh
1112000 130 PR Hzthor B Corter
11/2r2010  F:00 AR Hzthor B Corter
1122010 1000 Ak Jon Allen Sroith
11200 1030 AN Hothon B Corter
11200 1105 Ak Heother b Cook
110010 100 PR Jennifer T Hguyen
1122010 200 PR Hothom B Corfer

Formai:lHTML ~ |Deliverys| Screen v
Oserve new favorite

Include Student Contact Info:Dyes

Center Consultant Course
Diarno Laaming Center Arnonco Allredd CHERE0ES
Diarno Laaming Center Arnonco Allredd
Diarno Leaming Center Brotus Buckeys ITALZ2R3
Diarno Laaming Center Arnonco Allredd ITALZ2R3
[iarno Leaming Center Texo: Big Guns CHERZ0ES
[arno Lecming Center Brotus Buckeys
[arno Leaming Center Bios Joy Srith ITALI 225
[erno Leaming Center Brotus Buckeye
Lo Leaming Center Joe Bort
Lo Leaming Center Joe Bort ITALZ223
Lo Leaming Center Joe Bort rACt218 004 100
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Scheduling: Availability Search

The Availability Search quickly displays the Consultants Availability for the selected Center and date
range, similar to the Search for Availability function.

Report Chooser

Chooge areport categorny and then o particular repert.

=cheduling V|
Appointrments/Students by 77
Center Schedule

Dates by Tutor

Tutors by Date

II

Group Rosters
Students and Appointment Status CrossTab
Caonsultant Appointrments,isits

Generategﬂ

center:| Redrock Advising V|
Consultant Search...
Forn: 11/01/2010

e 11/30/2010 £

Formai:DeIivery:

Clsave new favorite

Center Availability from 11/01/2010 to 11/30/2010

Mon Tue Wed
11/1/2010 11/2/2010 11/3/2010
Frank Avolano
L55-550%
Full fime

10:00 AM - 10:50 AM

Mon Tue Wed
11/8/2010 11/9/2010 11/10/2010
Frank Avolano Frank Avolano
L55.5509 5555509
Full fime Full time
12:15 PR - 1:30 P 10:00 AR - 10:50 AM

Thu Fri
11/4/2010 11/5/2010
Frank Avolano
L55-550%
Full fime

10:00 AM - 10:50 AM

Thu Fri
11/11,/2010 11/12/2010
Frank Avolano
5555509

Full time
10:00 AR - 10:50 AM
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Scheduling: Group Rosters

The Group Rosters report will display Group Attendance for Sl sessions or Multi-Group appointments.
The report will display a list of students with 2 columns: one for students who Attended and one for
students who Cancelled. You can modify the Date Range, Time of Session, add additional fields for
consultants and students, and add page breaks within the report.

Report Chooser

Cheooze areport categony and then a particular repaort.

Pick a centar

) Redrock Advising P

® Demo Learning Center &
(] writing Center P

Scheduling i

Appointments/Students by 77
Center Schedule

Dates by Tutor Consultant Search...
Tutors by Date Forn: 1040142010 [
Appointrment List .
Awailability Search o 12/31/2010 5
Cliztra RESERD Fom: 8:00a8 o: 5:00
Students and Appointment Status CrossTab @ I H @
Cansultant Appaintmentsf/isits Additicnal Fields:

Conzultant:

Studeant:

Generateﬁ | ] Page Break befere Canter
O Page Break befere Conzultant
Page Break before Class/Group

Formc:’r:DeIivery:

Osanve new favorite

Redrock Advising
AdvisorTrac

Center: Demo Learning Center

David Booth Rosters

Roster for 12/5/2011 2:00 PM
David Booth

2/5 students enrolled

Attended Cancelled Student
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Scheduling: Students and Appointments Status Cross Tab

The Students and Appointments Status Cross Tab Report populates a list of students who have made
appointments, and displays all respective appointment statuses. Appointments can be sorted by

student Name, ID, or Number of Appointments. Any Appointment Status that has been set within your
system can be defined in the Appt Statuses field (separated by a return/enter character), and will be

displayed through this report per appointment in column format.

Report Chooser

Cheoose o report category and then a particular repaort.

Scheduling w

Appointments/Students by 77
Center Schedule

Dates by Tutor

Tutors by Date

Appointment List

Awailability Search

Group Rosters

Students and Appointmen

Consultant AppaointrmentsMisits

Generate |

Format: | HTML % |Deliverny:| Screen

Pick a center

For: 08/17/2010

Te: 12/06/2010 :ﬁ This Semester (v

MISSED
CANCEL
Appt ATTEND

Statuzes

Addilional Fields:

Tfuzes StatusCrossTabDefault advanced
preferancel],

[Hide students without these apptstatuses
Sort by:| Student MName

Student:

Clsave new favorite

Redrock Advising
AdvisorTrac

1o Hame
S540-216-183 Acgond, Eyvle S,
oo0-111-214  Akbott, Chonce
PEE-585-999 Abdel-Jokber, Abcul H
oo00-000-144  Alger, Tanner H
0a0-000-015 Andersamn, Lindsoy
0a0-000-1237F Antonizon, Anthony Bic
000-07&-4232 Antrien, ko
0o00-0077007 Bodosdcus, Toddos

MAISSED CAMCEL ATTEND Total

L e s R o R o o |

u]

o o o o o oo
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Scheduling: Consultant Appointments/Visits

The Consultant Appointments/ Visits Report displays the students the consultant saw and the time they
worked together. The report does not account for the login hours, or reserved time, but only calculates
total student hours with this consultant. The consultants are listed vertically on the left side of the
screen, and the columns display the students who worked with the consultant on which days, at what
times, for how long and the resulting statuses of the appointments.

Report Chooser

Chooze areport categony and then a particular report.

Scheduling V|

Fick o center:
[®] Redrock Advising »

] Demo Math Center P

Appointments/Students by 77
Center Schedule
Dates by Tutor

Tutors by Date @ Demo Learning Center &
Appointrment List Consultant Search...
Auailability Search Forn: 11/09/2010 23

Group Rosters

Students and Appointment Status CrossTah T 11/15/2010 24
Caonsultant A ntrn visits O show Cancelled Appointments
Caloulate Total Howrs
[ Show o ailabilities

Shew Reservead Blocks

Generate | O show wWork wisits

Formqi:DeIivew:

Osave new favorite

Appointments / Drop-Ins

frem 11/09/2010 to 11/15/2010

Alred, Amanda [FO3]

112/2010  Appointments: Drop-1ns:
&:00 ARA-E:30 Al Melson, Dorothy Burton CAMCELED - DELETED 1041 ARA-T0:A2 AR Srnith, Jon Allen ITALZZZE Albsent
&:00 AR-2:20 AN Doe, Jone CANCELED - DELETED Totol Hours: 0,07

10000 AfA-10:50 Add Shono, faclly A Ho-Showe

11:00 ARA-11:50 Ak Crookshonks, Suson CAMCELED - DELETED
11:00 ARA-11:50 Ak Crookshonks, Suson CAMCELED - DELETED
11:00 AA-11:50 Al Crookshonks, Suson CAMCELED - DELETED
11:00 ARA-11:50 Ak Crockshanks, Suscn CAMCELED - DELETED
11:00 ARA-11:50 Ak Crookshanks, Suscn CAMCELED - DELETED
11:00 AkA-11:50 Akd Crookshanks, Suscn CAMCELED - DELETED
4230 PhA-5:20 PR Crookshonks, Suson CAMCELED - DELETED
4230 PhA-5:20 PR Crookshonks, Suson CAMCELED - DELETED
Total Hours: 0.232 [0.00]
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Payroll: Consultant/Work Visits By??

The Consultant/Work Visits By Report displays the amount of time a Consultant logged in as consultant
for work, and shows the total number of visits and hours for these Work Visits. This report will also
calculate total pay amount based on individual Consultant Pay Rate, and can include any Consultant
Notes for any Work Visits. Activate the Include Signature Line field to display a Signature line on the
bottom of the Report (Name, Date).

Report Chooser

Choose areport categeony and then o particular repart.

Pick a center:

® Redrock Advising ™

® Demao Math Center &

A or (*] Demo Learning Center P
Fund Code Hours Consultant Search...

Consultant Pay by Reason .
Fayroll Summary from: 11/01/2010 &

Payroll Hours To: 11/15/2010 [EH

Fayroll Hours and Cost ) ]
\Week Pay by Fund Group By | Canter ¥ |Saarch:

Waek Pay by Fund by Center Group 2:| Marne ¥|Search:

Show: | alltutars (v Wisits: 4] Details:[4 wisit Notes: [

Pay Rate: [+ quAmouni:D Show Reason Breakdown: Y]
Consultant Motes: [¥] |nelude Signature Line:

[ Generate | Additional fields to add to repork:
Student:

Formqi:l HTHAL V|De|ivery:| Screen v
Cserve new favorite

Consultants by CenterlD and FullName
5 Consultants found

Centers : Redrock Advising, Dermo Math Center, Dermo Learning Center
ariteria; frorm 17/07/2070 to 17 15/2070, Active consultants only, FullHame = SmithE

CenterlD FullName

42 Motes Rote Work Wisits Howrs

Smith, Jessica
Srnith, Jessica 25.00 a 0.00  work: 0.00
$mith, Jessica Total: a 0.00

Smith, Jon
Srmith, Jon 10 008 o 0.02
112010 422 PR 424 P 002 Wotk Dermno foth Center
12010 426 PR 427 P 002 Wotk Dermno toth Center
12010 454 PR 558 P 000 Wotk Derno Leaming Center
112010 S04 PR S04 P 000 Wotk Derno Leaming Center
112010 S0F P S0F P 000 Wotk Derno Leaming Center
112010 508 PR S0% P 001 Wotk Derno Leaming Center
112010 2328 P 228 PM 000 Wotk Derno Leaming Center
TUEE010 2326 PR 2346 P 000 Wotk Derno Leaming Center
T1ZIE010 2:40 PR 2040 P 000 Wot Derno Leaming Center
TUZE010 244 PR 2:4d P 000 Wot Dermno Leaming Center

Smith. Jon Total: 1 0.0s
42 Total: m 0.0z
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Payroll: Fund Code Hours

The Fund Code Hours report will break up a consultant’s work according to the various fund codes
associated with each activity. The report totals the hours for the consultant’s timecard and funded
activities. The Fund Code Hours report is intended to give a breakdown of a consultant’s activities and
totals for each activity.

Report Chooser

Chooze areport category and then a particular report,

Pick a centar

Payrall ~| % Redrock Advising »
ConsultantsM'ork Visits by ¥7 Consultant Search...
Fund Code Haours
Consultant Pay by Reason Frarn: 11/01/2010 [
Payrall Surmmary o 11/15/2010 B | LastMonth v
Payroll Hours - —‘
Payrall Hours and Cost Funding:| MathFunding v
“Weealk Pay by Fund ajer: v
Week Pay by Fund by Center Grovp by Major: [¥
Show Fund Breakdown: [vze the FundDefinition: glebal prefarancsa)
Show Cost: [¥]
Sheow Corsultants without Heurs: [#]
Round time to neareszt: |15 minutes
W

Generate Tirne format: | 0.00

Formdi:DeIivew:

Csave new favorits

Redrock Advising
AdvisorTrac

For 12 Corsultant(s) with visited between 11012010 and 11/158/2010.
for fund MathFunding grovped by major

Consultant Mojor Student Funding Center Course Imstructor Date Tirme Cost

Advisor, Dermo

Totol Perking: O students 0 vizsits 000 hrs $0.00

Total Worstudy: O students 0 visits 000 ks $0.00

Total MMathFunding: O students 0 visits 000 ks $0.00

Total Unidentified: O students 0 visits 000 ks $0.00

Totol for Advisor, Derno: O students 0 visits 000 ks $0.00
Avolano, Frank

Totol Petking: O students 0 visits 000 khes $0.00

Total Wadstudy: O students 0 visits 000 khes $0.00

Total MathFunding: O students 0 visits 000 khes $0.00

Totol Uniclentified: O students 0 visits 000 khes $0.00

Total for Avolano, Fronk: O stucdents O wizgitz 000 ke $D.DD
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The Consultant Pay by Reason report displays the different work reasons for Consultants, which
designates time logged as work. Consultants are listed vertically on the left side of the screen, and

Payroll: Consultant Pay by Reason

each respective reason for these visits are listed along with visit detail, hours, Pay and Rate for each

reason.

Choose o report category and then a

Payroll w

ConsultantsfWark Visits by 77
Fund Code Hours

Fayroll Summary
Fayroll Hours
Fayroll Hours and Cost
Week Pay by Fund

Week Pay by Fund by Center

Report Chooser

particular report.

Fick a center:

® Redrock Advising &
Consultant Search...
Visit Search...

Fom: 11/01/2010 EH

Te: 11/15/2010 £

Raund time te nearast: rminutes

Addilional Fields:

Generate ﬁ

Conzultant:

Formd’r:DeIivery:

Osave new favorite

Visits by Consultant FullName and Reason

4 Visits found

Centers :Redrock Adwising

criferia: form 11/07/2010 fo 11/15/2010, fctive consuliants anly

FullName el Corn Reason
AVO'GFIO Fank Wisits Hours Rouncled Hrs Rate Poy
:
Career Counseling
Doe, Jone T1/3P2010  T1:1% AkA 11:25 Ak 2410
Career Counseling Total 1 2410 1 Students 2400 0.00 30,00
General Advising
Cook, Heather i TI12010 2:20 AR 2:36 AM 0.0z
Bemtson, Mary Beth TIA252010 202 Akd 912 AR 0.0z
General Advising Total 2 010 2 Stuclents 0,00 11.75 0,00
Avolano, Frank Total: 3 2421 3 Students 2425 0.00 $0.00
sm“h Jessicq Wisits Howrs Rouncied Hrs Rote Poy
.
Career Counseling
o, Fredetico Moy Porter 11/12/2010 .22 Ak 7:30 Ak 0.0z
Career Counseling Total 1 0.0z 1 Stuclents 0,03 2500 30,92
$mith, Jessica Tohal: 1 003 1 Students 0.03 2500 $0.92
Srand Total: 4 24.25 4 Students 24.00 * 40,00
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Payroll: Payroll Summary

The Payroll Summary report shows the hourly rate, total hours, total costs, ID numbers and names for
ALL consultants at the Subcenter(s) in selection. A signature and date line are included at the bottom
of the report.

Report Chooser

Choose areport categerny and then a particular report.

Fayroll b
Consultantsftark Visits by 77
Fund Code Hours

Consultant Pay by Reason  Redrock Advising »
Payroll Summany 9

Payrall Hours Consultant Search...
Fayroll Hours and Cost Fom: 11/01/2010 EH
Weak Pay by Fund -
week Pay by Fund by Center To: 11/01/2010 EH | Last Month hd

Shew Mailkox: [¥]
Show Motes:

Fick a center

Generate |

Formof:|HTML v |Delivery:| Screen
Csave new favorite

Redrock Advising
AdvisorTrac

For 12 Consultant(s) with visited between 1101/2010 and 1101 /2010,

s} Mame fqilBoz; Motes Hourly Rote Total Hours Total Compensation

Redrock Adwising

13001 Adhvizar, Dermo $0.00 0.00 $0.00
o Awolano, Fronk $11.75 0.00 $0.00
1122 Bogley, Heother $2.50 0.0o $0.00
o Ducksan, Donid $0.00 0.00 $0.00
[u} Frost, Buis $0.00 0.0o $0.00
[u} Gochin, Jerry $0.00 0.0o $0.00
[u} Greet, John $0.00 0.0o $0.00
o Hunter, Jahn $0.00 0.00 $0.00
[u} mAcizk, Rich $0.00 0.0o $0.00
o Peoples, Boroors $0.00 0.00 $0.00
? Srnith, Jessico f$25.00 0.0o $0.00
14 Srnith, Jon $15.00 oo $1.50
Totals: 0.0 $1.50

Sighiciture Doite

Marne
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Payroll: Payroll Hours

The Payroll Hours report displays the total number of hours of Work Visits recorded for your
consultants. Hours are calculated based upon the consultant logging in and out for Work Visits. This
report lists the hours for each date within the chosen date range, and totals them for each consultant.

Report Chooser

Chooze g report categony and then a particular report,

Fayrall A

Consultantsf'ork Visits by 77
Fund Code Hours
Consultant Pay by Reason

Pick ter
Payroll Summa 1ok @ cenfer

[®) Redrock Advising
Consultant Search...

Payroll Hours and Cost
“Weelk Pay by Fund Rarn: 11/01/2010 £

Week Pay by Fund by Center Te: 11/01/2010 B [LastMonth

Generate

Format: | HTML % | Delivery:| Screen v
Clsave new favorite

Payroll Hours from 11/01/2010 to 11/01/2010

Centers : Redrock Adwvising
criteria; frorm 17/07/ 2070 to 17,017/2070, Active consultants only
12 records found

Redrock Advising
Advisor, Demo
112010 0.00
Totol: 0.00
Totol Hes: 0.00
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Payroll: Payroll Hours and Cost

The Payroll Hours and Cost calculates Total Compensation for A consultant based upon the consultant’s
Work Visits and Pay Rate. This report lists the hours for each date in the date range and totals them for
each consultant. The total hours for the consultant are then multiplied by the consultant’s pay rate in
their consultant record.

Report Chooser
Choore areport categorny and then a particular report.
Payroll v
ConsultantsfWark Visits by 77
Fund Code Hours
Consultant Fay by Reason Pick a center.
Pawrall Surnmany ® Redrock Advising »

Consultant Search...
Frorn: 11/01/2010 [

wieek Pay by Fund by Center o 11/0142010

Summarized: [¥]

Panroll Hours

Generate E

Formc:f:DeIivery:

Clsarve new favorite

Payroll Hours from 11/01/20101t0 11/01/2010

Centers : Redrock Advising
criteria; frorm 17/070 2070 to 1707/ 2070, Active consultants anly
12 records found

Redrock Advising
Advisor, Demo
114172010 0.00
Total: 0.00
Total Hes: 000
Pory [at $.000hr):  $0.00

Avalano, Frank
114152010 0.00
Total: 0.00
Total Hes: 0.00
Fory [at $11.78r]:  $000
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Payroll: Week Pay by Fund

The Week Pay by Fund details a consultant’s logged hours over a specified date range based upon Fund.
Detailed consultant listings include their login and out times with a total for each day and their pay
rate. Dates are organized by their week in the semester, and the total wage for the date range is
calculated. Two management signatures are included at the bottom of the report.

Report Chooser

Choose a report categorny and then a particular repert.

Fayrall v

ConsultantsMork Visits by 77 .

Fund Code Hours Pick a center: .

Consultant Pey by Reason (® Redrock Advising >

Payrall Summarny Consultant Search...

Payroll Hours Frorn: 11/01/2010 [

Payroll Hours and Cost

T 11/01/2010

Wieek Pay by Fund by Center Semester Start: 01/01/2008

Show PeopleSoft Hours:
Generate

Fage Break between Tutors:

Formdf:|HTML w |Deliverys:| Screen v
Osave new favorite

Employee Name: Smith, Jon
ID: 14  Barcode: 0000014
Center: Redrock Advising Fund: Workstudy

Earn Code;
Student Type:
Position MNo:
Qrg Mo

Dept:

11/1/2010-11/1/2010

Wk In Cut Rate Hours  Amount
6 11712010 4:2E P 1112010 424 F A 1500 Q.00 $0.00
Fé 111z 42E P 1112030 427 P 1500 000 $0.00
S 11rzmo0 454 P 1rzoo 458 FRA 1500 Q.00 $0.00
Fe 117jz2mo £:04 P 1i1rzomo £:04 P 1500 000 §000
Fé 11/zom0 S07F Pl 11200 S:0F P 1500 000 $0.00
Sa 11712010 £:02 P 1112010 S:0% PRA 1500 000 $0.00
ek 77 Totol: 000 000

Sctoal Hours: Minutes: 0:00 20,00
PeopleSoft Hours; 0.0

Managerment: Ermployes:

Srmith, Jon
Managerment:
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Payroll: Week Pay by Fund by Center

The Week Pay by Fund by Center details a consultant’s logged hours over a specified date range.
Detailed consultant listings include their login and out times with a total for each day and their pay
rate. Dates are organized by the Centers in the semester, and the total wage for the date range is
calculated. Two management signatures are included at the bottom of the report.

Report Chooser -

Chooze areport category and then a particular report.

Fayrall b

Consultantsfork Visits by 77 )

Fund Code Hours Pick a center .

Consultant Pay by Feason ® Redrock Advising P

Payroll Summary Consultant Search...

Payroll Hours Fom: 11/01/2010 [

Fayroll Hours and Cost

Week Pay by Fund To: 11/01/2010 2 | Last Month v

Semaester Stark: 0B/23/2010 EH

Show PeoplaSoft Hours:
FPage Break betweasen Tutors:

Generati |

Format: | HThL | Delivery:| Screen v
[(Dsarve new faveorite

Employee Mame: Smith, Jon
ID: 14  Barcode: 0000014
Center: Redrock Advising  Fund: Workstudy

Earn Code:
Student Type:
Position MNo:
Org Mo:
Dept:

Center: Demo Learning Center

11/1/2010-11/1/2010

wk In Out Rate Hours Amount
11 11/1/2010 4:54 FM 11/1/2010 4:55 PM 15.00 0.00  $0.00
11 11/1/2010 5:04 FM 11/1/2010 5:04 PM 15.00 0.00  $0.00
11 11/1/2010 5:07 FM 11/1/2010 5:07 PM 15.00 0.00  $0.00
11 11/1/2010 5:08 FM 11/1/2010 5:09 PM 15.00 0.00  $0.00
week 11 Total: 0.00  $0.00

Actual Hours:Minutes: 0:00 $0.00
Center: Demo Math Center

11/1/2010-11/1/2010

Wik In Out Rate Hours Amount
11 11/1/2010 4:22 PM 11/1/2010 4:24 pM 15.00 0.00  $0.00
11 11/1/2010 4:26 PM 117142010 4127 PM 15.00 0.00  $0.00

week 11 Total: 0.00  $0.00
Actual Hours:Minutes: 0:00 $0.00

PeopleSoft Hours: 0.0

Management: Employee:

gmith. Jon
Management:
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Material/Resources: Material Usage Report

The Material Usage Report displays the materials that have been checked out over the assigned date

range. First organized by resource type, resources are listed with their usage over the date range.

Other fields include date/time checked out, date/time returned, student name.

Report Chooser

Choose areport categery and then o particular repart.

katerial/Resources

KMaterial Usage Report
Material Due In Report
Material Usage Total Time by 77 Report

Material Usage Total Time by Student Report
Resource List

Generate |

Redrock Advising
AdvisorTrac

Frorn: 11/01/2010 [

Te: 11415/2010 £

Barcode:l

Formqf:DeliveW:

Osave new faveorite

8a resources found

Resource Type Resource Title

Usage

Book

Text Book

1010

How the west was fun
Intro to Differential Equations
testing a resource manager

A Test Resource

338

117972010 10025 PM 11/9/2010 10126 PM
117972010 10027 PM 117972010 10127 PM

11/9/2010 10030 PM 11/9/2010 10030 PM Crooks, Ashley
11/9/2010 10135 PM 11/9/2010 10136 PM Crooks, Ashley

11/8/2010 11;06 AM Not Returned Conner.
11/2/2010 11:04 AM Mot Returned Conner.
11/8/2010 11;06 AM Not Returned Conner.
11/2/2010 11:05 AM Mot Returned Conner.

» Eatie M
» Katie M
» Eatie M
» Katie M



Material/Resources: Material Due In Report

The Material Due In Report displays the materials that are now due. First, items are organized by
resource type. Next, the resources are listed with their Title, Item ID, due date, student name and ID,

and the date/time checked out.

Report Chooser

Choose areport categons and then a particular report.

Material/Fesources v |
taterial Usage Report
tdaterial Due In FBeport
Material Usage Total Time by 77 Repont

Material Usage Total Time by Student Report
Resource List Fror: 1140172010 F2)

Generate %
Formqi:DeIivery:

Osave new faverite

Redrock Advising
AdvisorTrac

Type Resource Title Item ID Due

Book Intra to Differential Equations BOOKY iifi0fz010
Text Book A Test Resource test4321 iifd0/z010
Book How the west was fun E54875 1171172010
Book testing a resource manager bookodl  11/13/2010

339

Checked Out To
Conner, Katie M 155
Conner, Katie M 155
Conner, Katie M 155
Conner, Katie M 155

e 11416/2010 (5

Date Out

11/8/2010 11:04:47
11782010 11:05:40
11/8/2010 11:06:25
11/8/2010 11:06:01



Material/Resources: Material Usage Total Time by ?? Report

The Material Usage Total Time by Report lists the materials that have been checked out over the
assigned date range. First organized by resource type, resources are listed with usage data over the
date range. Data fields include student name, number of checkouts, and total number of hours the
item was checked out for. The report can be regenerated for an individual student through the Student
ID field, or for another date range.

Report Chooser

Choose areport categery and then a particular report.

Material/Resources A4

baterial Usage Repaort
taterial Due In Report

] ge Total Time
Material Usage Total Time by Student Repaort
Resource List Rarn: 11/01/2010 £
o 11415/2010 B | Last Month b
Student ID:

Generate l

Format: | HTML % |Delivery: | Screen ¥
Oserve new favorite

Redreck Advising Material Usage Total Time by ?? Repor
AdvisorTrac
Type Resource Title Item ID Due Checked Out To Date Out
1010 2 0.01
anbs 11/3/2010 10:27 PM 11/%/2010 10:27 PM .00
11/9/2010 10:25 PM 11/9/2010 10:26 PM .00
Croks, Ashlay z 0.01

11/9/2010 10:35 PM 11792010 10:36 PM .00

11/9/2010 10:30 PM 11/5/2010 10:30 FM .00

1010: a 0.02
: 4 0.02
Eook How the west was fun Conner, Katie 1 1 0.00

11/8/2010 11:06 AM 00/00/00 1Z:00 AM .00

How the west was fun: 1 0.00

340



Material/Resources: Material Usage Total Time by Student Report

The Material Usage Total Time by Student Report lists the students that have checked out resources
over an assigned date range. First organized by student name, resources are listed with the student’s
usage over the date range. Fields include the total number of checkouts and total number of hours
item was checked out. The report can be regenerated for an individual student or for another date
range.

Report Chooser

Chooze areport categony and then a particular repart.

Material/Fesources hd

haterial Usage Repart
Material Due In Report
Material Usage Total Time by 77 Feport
ateral Usage Total Time

esource List

Forn: 11/01/2010 E
Ter 11152010 E |LastMaonth v

Student ID:
Surnmarize d: [¥]

=1

Generate @

Format: | HTRML % | Delivery:| Screen
Osave new favorite

AdvisorTrac

Student Resource # Checkouts Hours
1010 z 001
: z 0.01
Conner, Katie k4 A Test Resource 1 0.00
Howy the west wios fun 1 0.00
Intro to Differenticl Bguotion: 1 0.0
testing o resource ronoger 1 0.0
Conner, Katie M 4 0.00

Crooks, Achley 1010 2 0.0
Crooks, fshley: i 0.o1
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Material/Resources: Resource List

The Resource List displays a list of all the materials available through your Trac system. Resources are
organized by resource type, resource ID, title, description, and key words.

Repaornt Chooser

Chooge areport categoeny and then a particular report,

Material/Fesources b |

taterial Usage Report

baterial Due In RE[DDI’T Forn: 11/01/2010 :ﬁ
Material Usage Total Time by 77 Report

taterial Usage Total Time by Student Report e 11/15/2010 £

Rezource (D

Reazcurce Titla:

Rezource Typa:
Active | Active W
ke ords:

Generate

Formai:DeIivery:

Osave rnew favorite

Redrock Advising
AdvisorTrac
Type Res ID  Title Description Key Words
IRRRRRRRRE BRSSO BRSSO BRSSO
book1010 1010 Pleicact in TEC 3044 Foll 03 book1010
0121 5508 Anjucting Bottlac Werter 20 fluicl ounces of k20 ifctetbotile
Bin202EE tioleculor Biology Albook reguired for o hiology course. Binlogry rnaoleculor
Book 23 0020 Intr to Bosketwesing ot hove ta hold our krecth far this one
BO Ok Intro o Differsntiol Exuotions
Time FTF - Tirme fonogerment <50 - Fullerton Tirmne
mAcithAl FTF - iicath Anxiety Reduction # 01 Rokert [, Hockworth mAcithA
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Center Usage/Demographics: Center Usage/Demographics by

The Center Usage/Demographics by Report depicts a demographic breakdown of students who have
visited your Subcenter(s), grouped by a chosen field. The fields are listed vertically on the left side of
the screen, and demographic summaries are detailed along the right side of the screen. Along the top,
links to each center allows the user to regenerate the report for an individual center.

Report Chooser

Cheose areport categery and then a particular report.

Center Usage/Demodraphics

emographics

Pick @1t canter:

Student Search...
Consultant Search...
Visit Search...

Form: 11/01/2010 [

o 11152010

Group VIEIJS| Class

|

Include Grand Total Summary (requires more process
tima)

Generati |

Forma?:lHTML V|De|iven.f: Screen V|
Serv e new fawvoerite

Redrock Advising
AdvisorTrac
Center Usage and Demographics by Class
et forn 110112010 o 11/15/2010, Actve cersulions anly
Closs
FR

Visits Hes  Shucents Dernogropkics Supnrmory
Totod: 18 464 4
Ethricity:
AgianfAgian American 1
Cavcasian 3

Male: 2 Female: 2
Ager 220123 12814701

Cloiss

College
[klank]
Enginsering
Journalism

Serenity Universihy
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Students By: Students that Visited

The Students that Visited report will list all students that visited the center(s) in selection within the
chosen time period. Each center is listed with the students’ id, name, last date in, and center, etc. A
total number of students will be listed on the top of the report.

Report Chooser
Choose areport category and then o particular report.
Students By hd
Students . )
Students thatVisited by Consultant . ]
Consultant/ Center Summary Fick a center.
= x all » (® General Advising P
Visits for Students ® i
Visits/Students by 77 Math Advising
Appointments/Students by 77 Fom: 11/01/2010 [

Students by Center Grid

StudentsfVisits by 77 e 11/30/2010 £

students VWisits Cleanup Data u Frarn: 800 .. 500
Students by Appointment Status bttt @ "ot @

Generate

<

Formdi:DeIivew:

Clsaree new favorite

Redrock Advising
AdvisorTrac

There are 20 studentsis) that visited beturesn 1101,/2010 and 11/30,/2010,

1o MName Lost Date In Logged Inn Center Date In Time In Time Dut
262585777 Abdel-Jokber, Albciul H 1122010 Ho
General Advising 1172020010 T0:5& Ab 11:18 AlA
1237 Artonison, Anthony Bic 12222010 Mo
Genendl Advising 117162010 404 Phd 414 P
Genendl Advising TTITE2010 353 Phd <53 PR
S40215% 78 Asgard, Daniel ). 2M1y2010 0 Ho
Cenendl Advising 11022000 1:08 P 1:38 PR
442 Bernder, Roger [nlufinlnfinln] (& [=]
Genendl Adwvising TT/22/2000 2:40 AN 910 Ak
a7as] Bemition, oy Beth T1MEr2010 Mo

Genendl Advising TTIT202010 226 Ak T0:24 AR
S04 Zar, Frededca Moy Porter 1101272010 Ho

fuhcith Acdisifig TIIZ2010 207 Ak 220 Ak
Generdl Acvizing 11/12/20010 28 Akd 1025 Ak
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Students By: Students that Visited by Consultant

The Students that Visited by Consultant Report will list students according to the consultant they had
seen. Consultants are listed to the left and then each student is listed by name, center, date, time and
duration. A grand total of visits are calculated for each consultant.

Report Chooser

Choose areport category and then a particular report.

Students By V|

Students that Visited

uclent dsited by Consultant
Consultantf Center Summary
Yisits for Students
Yisits/Students by 77
Appointments/Students by 77
Students by Center Grid
StudentsMisits by 77
Students Yisits Cleanup Data
Students by Appointment Status

Generate

Redrock Advising
AdvisorTrac

There are & Consultant(s] that had wisits between 11/01/2010 and

Consultant Student

Avalano, Frank
Bender, Roger
Carter, Hoathon B

Cook, Heother kA

Crookshanks, Susan

Loe, Johh
Loish, Chiristine i

Houyen, Jennifaer T

Reyhnolds:, fioloolnn

Srnith, Jon Allen

testone, bok

i =lzh, Doog L
Total 11 Students

Pick a center:

() all » ® General Advising

[® Math Advising
Frorn: 1170142010 4

re: 114302010

Center

Generol Advising
Senerc] Acdwizing
Senerc] Acdwizing
Senerol Addvising
Senerol Advising
Seherol Addvising
Generol Advising
Generol Advising
ot A wising
Generol Advising
Senerc] Acdwizing
Senerol Addvising
Senerol Addvising
Seherol Addvising
Seherol Addvising
Generol Advising
Genenol Advising
Generol Advising
18 Visits

Date

11222010
11opzon0n
1101200
11z002000
1142010

11482010

112202010
11272010
11232010
1101802010
115200
1102zrz000
1102zrz000
1101142010
110182010
110142010
11222010
111002010
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Forr‘nd’r:DeIivew:

Osave new favorite

1172002000,
Time Duration
S0 Abd 050
T1:33 Al o.oo
T1:45 Al 1.00
TO:TE A oo
T1:1% Ak oo
T1:17 A 1.00
20 P 0.1
02 AbA 2400
318 P 0.75
12:05 Fia 1.00
T1:34 Al 0.1
207 Al 0.0
B2E P ool
S5 AN o.oo
22E AN ool
1108 AkA o.oo
240 AbA 0.s0
1125 Al 006
29.40



Students By: Consultant/Center Summary

The Consultant/Center Summary Report provides an overview for both Visit and Appointment data for
your Consultants. Each center is displayed along the left of the table. For each center, the Consultants
are listed with their respective number of visits, Appointments, Students, and status of appointments
that logged into that particular center. The Consultant/Center Summary Report can be regenerated for
a specific center or for different date ranges.

Report Chooser
Cheose areport category and then a particular report.
Students By v|
Students that Wisited ~

Students that Visited by Consultant Pick a center

(x Al » (® General Advising »
®] Math Advising P

Yisits/Students by 7

Appointrments/Students by 77 Forn: 1140142010 [

Bty At To: 11/30/2010 3
Students Visits Cleanup Data B Wisit Surmrmary:[¥]

Students by Appointment Status Appt Summary:[4]

Appt Status Summary:[¥]

Generate

Format: Delivery:

Oserve new favorite

Redrock Advising
AdvisorTrac

There are 5 Consultant(s) that had visits between 11/01/2010 and 11/20,/2010.

Consultont Center Visits $tudents Appts  Students Attended  Atended-ADY  CANCELED - DELETED  Afissed-AD0Y

Avolano, Frank

Generol Addvising 17 11 g e u} 3 u} i
iacath Acdvising 1 1 1 1 [u} a [u} 1
Cwerall: 12 "1 ? b=l [u} 2 [u} &
Foxcdlvisor, George
Serercl Acdising 3 3 2 2 a a a 2
Dverall: 3 3 2 s o a o 2
FoxFaculty, George
Serercl Acdising 3 3 & & a a 3 3
Dverall: 3 3 & "B o a 3 3
Halter, Jan
Serercl Acdising & & & e a a 3 2
iacath Acdvising 1 1 [u} a [u} a [u} [u}
Crwerall 7 ) £ " o o 3 2
Smith, Jessica
Serercl Acdising 4 4 1 2 1 a 4 &
Crwerall 4 i 10 ] 1 o 4 £

* totol: do not necessorly represent o colurmn total becouse the same student con visit rnore thon one center moltiple tirmes.
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Students By: Visits for Students

The Visits for Students Report will generate a list of students who have visited your Subcenter(s).

Students are sorted by name, date in and time in. The total of students will be listed on the top of the
report.

Report Chooser
Chooze areport category and then a particular repaort,
Students By V|
Students that Visited ~
Students that Visited by Consultant .
Consultant f Center Summal Fick a center
Stude (x all » [® General Advising P
Wisits/Students by 77 [® math Adwvising &
Appointments/Students by 77 Student Search...
Students by Center Grid .
StudentsMists by 77 From: 11/01/2010 £
Students Visits Cleanup Data b Te: 11/30/2010 [
Students by Appointment Status

Generate

Formqi:DeIivery:

Clsave new favorite

Redrock Advising
AdvisorTrac
There are 54 visitz(s) between 11/01/2010 and 11,/3072010.
Centers DAchizing, Ancncicl Sid, Generol Advizing, fMoth Adwizing, MWMogic Achizing
ctiteric: frorn 1100172010 to 1773002010
Home Date In Time In

Flodel-Joker, Aladul H TUZ2M2010 10:86 Aka
Apntonizon, Anthory Bic TTI&2010 404 PrA
Antonizon, Anthony Bic 11182010 3:52 P
Aegord, Danisl J. 112010 108 FiA
Bender, Roger 112202010 2:40 Ak
Bemtson, Moy Beth TTIZIZ010 226 Al

o, Fredetoo Moy Porter 1171202010 225 Al
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Students By: Visits/Students by??

The Visits/Students by Report provides visit data through a variety of fields. Data can be grouped by
two fields of your choice through the Group Visits By and Group 2 fields. Additional Fields can include
student ID, name, date, times, subject, reason, and visit notes. Total visits and hours are listed
beneath each section.

Report Chooser
Choose areport categorny and then a particular repart. L]
Pick o center:
B all » (® General Advising »
(X Math Advising P
Student Search...
Consultant Search...
2 = | Visit Search...
tudents By b
Frorm:
Students that Visited ~ m: 11/01/2010 3
Students that Visited by Consultant To: 11/30/2010 EH | Last Month v
C_Dr_]SUHant"ll Center Summary Group Visits By: | Reason ¥ |Search:
Yisits for Students - -
¥ Group 20| SubjectSection | Search:
Group By Student: [¥] Show Wizits:
Students by Center Grid [l Show Details if Hot Grovped by Student
¥ Show total time
StudentsVisits by 77 s | hours (0.00)
Students Visits Cleanup Data b -
Students by Appointment Status v |Additional fields fo add to repork:
Student:
Generate é
Visit:
FTE Oplions:
Oinly Tetal Time for Reazon equal to:
Lizt Student wizsiting more than:
Formaf:| HTKL * | Delivery:| Screen Y|
Oseve new faverite e

Redrock Advising
AdvisorTrac
Visits by Reason and [Sections]SectionTerm No grouped by Student
54 Visits found
Centers : Advising, Financial Aid, eneral Advising, Math Advising, Music Adwvising
criteria frorn 11/07/2070 4o 1130, 2010, Active consuliants only
Reason SectionTerm No
Visits Hours Dote Tirme In Tirne Cut Tot Hrs
Asggord, Domizl . 1 0.£0
TUFIz00 103 i 1:38 FRA 0.50
Todal: 1 0.£0 1 hon-unigue students
Total: 1 050 1 hon-unigue students
AU'O Termincﬂe Visits Hours Dote Tirne In Tirne Cut Tot Hes
Lossh, Christine ki 1 002
11182000 418 PR 420 PRA 0.02
Total: 1 003 1 non-unicue students
Auto Terminats Total: 1 0oz 1 hon-unicue students
queer Counse"ng Visits Hours Dote Tirme In Tirne Cut Tot Hrs
Corter, Nothon B 1100
TUTT2000 1745 Ak 12:45 P 1.00
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Students By: Appointments/Students By??

The Appointments/Students by ?? report displays Appointment data for your subcenter(s). Information
can be organized and sorted via the “Group Appointment By” and “Group 2” fields. For each group
selected, the dates and times are listed as well as Appointment status (attended, cancelled, missed),
student, and subject. The report can be regenerated for a specific center, an individual student, group
of students, an individual consultant, or for different date and time ranges. Additional fields can be
added with regards to Student, Appointment, and Visit Information.

Report Chooser

Choose areport category and then o particular repart.
Fick o center:
(® all » (® General Advising P
[® mMath Advising P

Students By vl Student Search...

Consultant Search...

Students that Visited ~
Students that Visited by Consultant  |Ferm: 11/01/2010 £

Caonsultant/ Center Summary .
Visits for Students o0 1143042010 | Last Month b

Yisits/Students by 77

>

Grougs .
Appointments E'Y:| Consultant Mame VlSeqrch_l |

Appointments/Student . “

: Group 2| Appt Date |Seqrch: |
Students by Center Grid 7] 7] v o
Students/Visits by 77 Group By Student: = Show Appts: M Show Cancelled: Show Wisits:

Students Visits Cleanup Data
Students by Appointment Status w |Additional fields o add to repork:

Studant:

Generate
Appointment:
Wizit:

Formqi:DeIivery:

Clsarve new favorite

Appointments by Consultant FullName and Date grouped by Student

40 Appointments found

Centers : hdvising, Financial Aid, eneral Advising, Maoth Advising, Music Advising
criteria; frorm 11/07)2070 to 17/20/2010, Active consultants only

FullName Date
Appts Hours Dote Aot Stort Appt Bad Tot Hee Stotos Act Hree [wisit rec#] Wiz Time Wiz Sulkaj Vis Ren
11/3/2010
Reynolds, fiolooln 1 100
1122010 10:00 AN T1:00 AR 1.00 Iizzecd-ADW o.oo
1732070 Total: 1 100 1 non-unigue students
11/10/2010
Reynolds, fiolooln 1 100
1102010 10:00 AkA 1100 Abd 1.00 szt DWW oon
11,10/ 2070 Total: 1 100 0 non-unigue students
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Students By: Students by Center Grid

The Students by Center Grid Report displays students according to the center they visited. The centers
are listed along the top and the students are listed down the left side of the report. This report will
only display students visiting “x” or more centers depending on the value that you input into the Only
List Student visiting: field.

Report Chooser
Choose areport category and then o particular report.
Students By Vl
Students that Wisited fad Pick a center
Students that Wisited by Cansultant [ &1l » ® General Advising P
Consultant/ Center Summary [® Math Advising »
Yisits for Students Student Search...

Yisits/Students by 77

Appointments/Students by 77
 Students enter Grid
Studentsfisits by 77 Forn: 11/071/2010 ﬁ
Students YWisits Cleanup Data

Students by Appointment Status » Te: 11/30/2010 [

Links:[]
Generate

Visit Search...
Registrations Search...

Only List Student wisiting|1 or more centers.

Formqf:DeIivew:

Osarve new favorite

SouthWest Skill Center

TutorTrac
Students by Center Grid
criteriar from 07/07/2070 o 12/37)2070, course grade id= 4
1o MName Demo Learning Center Demo Math Center Demo Wrifing Lok S0 Test Total
000-000-144 Alger, Tanner H <4 11 u} [ )
000-000-142  Bisigy, Rachel H 13 L] u] a7
000-000-148  Brachord, Asich A & 3 u] o9
000-000-14%  Browen, Sarcth f 15 u] 1 o1
000-000-147  Cornkaz, Kirmbery B 5 2 u] a7
000-000-142 Decr, Toscho N 2 u] B u] &
000-000-152  McKean, Meagoan B i 2 u} [ ]
000-000-131 Sk, baclly A 1 u] 1 o 1
Total: &2 23 ) u]

There are 5 students listed in this report with a fotal of 21 visits displayed.
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Students By: Students/Visits by??

The Students/ Visits by Report will provide a total number of students and visits, grouped by the chosen
field on the left. Each field is listed with its associated students, individual student data, number of
visits by the student, and total hours of each visit.

Report Chooser

Student Search...

Consultant Search...

Visit Search...

Reqistrations Search...
Frore: 1140142010 E5

Yisits for Students
Yisits/Students by 77
Appointments/Students by 77
Students by Center Grid
Studen :
Students Visits Cleanup Data
Students by Appointment Status

Students By hd

Students that Visited — -

Students that Visited by Consultant roauy'ﬂ Full Name
Caonsultant/ Center Summary Group 2:

= Student:
~

Generate

Full Name
Abdel-Jaber, Abdul
H

Ahdel-Joker, Abdul H

Abdel-Jaber, Abdul H Total:

FTE Oplions:

e 11430/2010

hd | Search: I:I i Fage Break

Shew: | visited w [visite: 4] Details: [¥] Appfs:
Lirks:

Additional fields to add to repork:

Only Tetal Time for Reazson equal to:

Lizt Student wviziting more than: |

Required Hours Opfion:
Choose afield te use that contains the required | hours | % |for each

student during the report period:l

Or anter awalua:

Dy students with value: in that field.

| |h0urs V|

]

Formqi:DeIivery:

Osanve new favorite

Centers : Advising, Financial kid, General Advising, Math Advising, Music Adwising

Wisits Hours Dote Tirme In

1 037
12200 1058
Ak

1 037 1 students

Students by Full Naome

20 Students found

eriteria: fom 17/07) 2070 fo 17202010, Active consultants only

Time
ot

112

351

Tot Wis
Hrs Sukj

nz7

Wis Rsn

Ganaral
Auchyising

Wis Cons

FoxAdvisor,
Geonge

is Str [t

Genaral
Ackvising

rec#]

[1

FAppt
Tirne

[

Appt
Subj

Appt

Rsn

At Cons

Fppt S



Students By: Students Visits Cleanup Data

The Students Visits Cleanup Data Report will list student records, sorted by student name and
additional fields if selected. You have the option of showing students who have Visited, Not Visited, or

ALL students.

Report Chooser
Chooge o report categeny and then a particular repert,
Students By V|
Students that Visited ~ Fick a center: -
Students that Visited by Consultant ] All » ¥ General Advising P
Caonsultant/ Center Summany [x] Math Advising P
Yisits for Students Student Search...
Wisits/Students by 77 Consultant Search...
Appointments/Students by 77 Visit 5 h
Students by Center Grid R::Iistf:t:En;.Search
, q
StudentsMVisits by 77
Stuclen ' up Data y Fom: 11/01/2010 5
Students by Appointment Status Te: 11/30/2010 [

Generate
Format: [ HTML Delivery:

Osave new faverite

Students Visits Cleanup Data
20 Students found

Centers : Advising. Financial Aid. General Advising. Moth Advisng. Music Advising
criteria fiorm 11012070 t0 11}20/2010, Active consultants only

Hote: For speed ond efficiency’s sake, updotas wil not refresh in this repon Uatil you refrash the whole repon. 5o cicking o delete ink wil delete the record, ut Rot Update the ko, Be coreful, use this tool corsfully

Abdel-Jaber, Visits Appointments

Abdul H 25055 [dalete] 11/2f2010 10:56:02 11:15:44 22.7  General Advising  Generol Acdvising Foxacvisor, Geome 11455 [rlelete] link: 11272010 12:00:00 12:4500 45 Senstol Genal Farole
none] Achising Aucbising Fritnk

11450 [delete] link: 117372010 10:00:00 10:30:00 30 General Change Mojor  Mack

none] Ahiising

Antorison,  Visifs Appaintments:

Anfhony Eic 29188 [delete] 11/12/2010 10:15:00 10:45:00 30 Supplernentsl  BIO10202  Supplernentol  Mosh, Josoh 11112 [delete] link: 11/2/2010 1£:00:00 16:00:00 B0 Derno ITALEZZ3 Peer Study

Instruction F100 Instruction none] Leaming Group
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Students By: Students by Appointment Status

The Students by Appointment Status displays a total number of appointments grouped by the
Appointment Status on the left. Each status is listed with the total number of appointments, total visit
hours associated with the appointment, and total hours scheduled.

Report Chooser

Cheoose o report category and then a particular report.

Students By V|

Students that Visited & Pick a center

Students thatVisited by Consultant 3 all »  General Advising P

Consultant Center Summanry ® .

“isits for Students Math Advising &

Yisitg/Students by 77 Student Search...

Appointrments/Students by 77 Consultant Search...

Students by Center Grid Form: 11/01/2010

Studentsvisits by 77 " &

Students Visits Cleanup Data » To: 11/30/2010 G

Students by Appaintmer 5

b Sedarch Status
Surmmarized: ¥

Formcl’r:DeIivery:

Osave new favorite

Generate

SouthWest SKill Center

TutorTrac
Appointment Status 10 Name Num Appts Appt Hours Visit hours
Total for 10 2.50 0.00
Aftended
Tatal for Atended 3 258 0.01
atended-55%
Total for Atended-55% 2 2.00 0.50
CAMNCELED - DELETED
Total for SAMCELED - DELETED zg 2é.00 1.21
Did | Ahiss
Total for Did | Aiss i 225 0.00
Grand Total 1oz 71.33 1.8z
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Students Listed: Students List

The Student List Report will list student’s records, sorted by student name and additional fields if
selected. The students are listed with information organized alphabetically.

Report Chooser

Cheose areport categorny and then a particular repert.

Students Listed b

The student list report will list the previous selection of sludent records, sorted by
student name.

There are 20 records te be printed,
Addilicnal fields to odd to repork:

[x] student Full Name »
Fields: ® Student ID &

Generate @

Formd’r:DeIivery:

(lsarve mew favorite

Redrock Advising

AdvisorTrac

Theare are 20 Student records listed.

Stodent Full Harme 10
Alocdsl-Jokber, Alciul H Aloclsl-Jober, Aol H DEL-585-99F
Artonizon, Anthony Bic Artonizon, Anthomy Bic ao0-000-127
Aagard, Donisl . Aagard, Donisl J. L40-21 5578
Berdet, Roger Bendet, Roger O00-000-44%
Bamitzon, hory Bath Bemtzan, ko Beth aoo-0z7-2:51

o, Frededco Moy Porter

Coir, Fiederdco oy Porter 009-422-304

Zorter, Hothan B Corter, Hothon B 000-000-1232
iZook, Haathar kA Cook, Heother b 000-000-120
ook shoinks, Susoin Crookshonks, Suson 000-000-004
Ditder, Jassico M Ditder, Jessica kA 000-000-1 5%
Doz, John Lo, John 123-45e-722
Fuckuck, Askley F Fuckuck, Ashley F a00-000-132
Laish, Chiristing A Loizh, Chiriztine i 000-000-132%
Houyen, Jennifer T Hguyet, Jennifer T a00-000-132
Reynolds, hAclcolhn Reynoldz, fAclzolin a00-013-000
Shora, iAol A Shcir, iAol A 000-000-131
Srmith, Jon Allen Srmith, Jon Allen 000-000-074
testone, bok testone, kol 000-000-458
elzh, Doug L relzh, Doug L a00-000-125
Wiright, for A Wiright, fiork A 000-000-124
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Registrations: The Registrations by??

The Registrations by Report provides Registration or Course Enrollment data through a variety of fields.
Data can be grouped by three fields of your choice through the Group Subjects, Group Sections, and
Group Registrations fields. Additional Fields can include subject name, section number, term code,
start date, end date, total time, and Total visits, etc...

Report Chooser
ProoEe O Tepaol AT dony dnd Theh o fodrb TP T arT. ~
Pick a center: 1
B all » [® General Advising >
[ math Advising P
Student Search...
Registrations Search...
From: 11/01/2010 £
T 11/30/2010
Progress Report Listing Growp Subjects: | Yes v
Frogress Repor & Visit Infa Group Sections: | Yesg “
Frogress Reponrt Listilnlg by Subjectl Group Registrations: -
Frogress Repon & Wisit Info by Subject T Show Visits
P_rD_gress Feport Detail t!:v’ Student [l Show Only Registrations that hawve wizits
Wisits by Instructar & Subject
Sl Comparison Additional fizlds to add o repork
S| Session Listing
Subject:
Section:
Generate
Ragiztration:
Student:
Wigit:
Forrmat: | HTWL » Delivery: =
(serve new favaorite A

Reqistrations
18 Registrations found

criteria; from 0707/2070 fo 12 27/20700, for only reg records with wisits

ARED444
ARED4 44020 200920
Welsh, Diana L
1042010 2:01 Fid o 301 P
BIOL214
BIOL214033 200920
Bradford, Asiah A
Reynolds, Malcolm
SIZIE01I0 22 PR 204 ARA
242000 11:51 FRA 1221 PiA
CHEM105

CHEM1050017 200%20

McKean, Meagan R
12010 122 Fia 133 P
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Registrations: Progress Report Listing

The Progress Report Listing allows for a quick overview of the progress reports for students. The listing
displays in alphabetical order the student last name, the course, the instructor, the start date, and the
grade received.

Report Chooser
Chooge areport categorny and then a particular report,
Fegistrations V|

Fegistrations by 77
epart e
Frogress Report & Visit Info
Frogress Report Listing by Subject Registrations Search...
Frogress Report & Wisit Info by Subject )

Frogress Report Detail by Student Fom: 11/01/2010 Z3

Wisits by Instructor & Subject To: 11/30/2010 8

=] CDmF?ElriS_Dn_ Surmmarizad: [¥]
Sl Session Listing

Generate ﬁ

Formc:f:DeIivery:

Clsare s naw favorite

Progress Report Listing

Student Haome Course Instroctor Start Daote Grade
Algger, Tonner M HLTH&S5001 200720  Hoddock, ) 0op0oro0 A
Bizigy, Rochel H SEDLIZ1007 200720 Hoddock, ) aoyooyoo A
Brosciford, Asich A BIOL212002 200920 Hoddocok, J 0og0000 A
Bronwwn, Soircih K FINZ31030 200920 Hoddock, . 0op0oro0 A
Cornbs, Kimnbedy B MATHZZ1020 200920 Hoddock, 0op0oro0 A
Do, Toazcho H CHEMTTT02T 200920 Hoddock, ) aoyooyoo A
Kuckuck, Ashley F EMGL230040 200720 000000 A
kuckuck, Aszhlay F EMGLZAT007 200920 BEMHER, MARGARET  OOG00000 A
Leiningear, Devsk L ECTHI0£020 200520 KCEMICH, STEFHEH Oop0oro0 A
tAckean, tMMeoagan B CHEMITOS001 200920 Smith, Jon 000000 A
Richords, Heather P PSYCETP00Z 200720 Smith, Jon 0op0oro0 A
Shor, iAoy A EDUCFI0823 200720 HEATH, MESAN 0op0oro0 A
Wizlsh, Diohct L AREDAS4020 200720 WAARTEMS, RAYMADHD 00f00f00 A
felsh, Dicin L tAKTS425001 200720 MAILLER, ALLAN 000000 A
Wiight, MEgon A ECED&1 2641 200%20  MASOH, fARLA 0op0oro0 A
Widght, Msgon A ECED& 19040 200720 HUTTOH, LALIRA Oop0oro0 A
wiright, fegon A PEYC21202] 200920 WwWALLACE DEVIM 0og0000 A
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Registrations: Progress Report & Visit Info

The Progress Report & Visit Info allows for a quick overview of the progress reports with visit info for
each student. The listing displays in alphabetical order the student name with ID, the subject, the
number of visits, the hours and grade. The report may be generated for an individual student,
instructor, or course.

Report Chooser

Choore areport categeny and then a particular report,

Registrations

]

Progress R

Registrations by 77
Progress Report Listing

Frogress Report & Yisit Info by Subject
Frogress Report Detail by Student
Yisits by Instructor & Subject
Sl Comparison

Sl Session Listing

Generate

Student

ooo-000-144
ooo-000-142
000-000-14¢€
000-000-149
ooo-000-147
ooo-000-14:3
0oo0-000-1328

ooo-000-136
ooo-000-152
0o0-000-131
ooo-000-131
ooo0-000-135

ooo-000-134

Alger, Tanner M
Bizig, Rachel W
Bradford, Asziah A
Brown, Sarah K
Carmbs, Kimberly R
Dear, Tascha M
Kuckuck, Ashley F

Leininger, Derek L
Mckean, Meagan R
Richards, Heather P
Shaw, Mally &
welsh, Diana L

Wright, Megan A

Reqgistrations Search...
Rrorn: 11/01/2010 25

e 11/30/2010 £

Summarized: [¥]

Formc:f:DeIivery:

Osave new faverits

Subject
HLTH&SS001 200920
SECL121001 200920
BICOLZ1Z002 200920
FIMz3210z0 200920
MATHZ21030 200920
CHEM111031 200920
EMGELZZ0040 200920
EMGLZ51001 200920
ECOM3I0&030 200920
CHEM1OS001 200920
PEYCETI002 200920
ECLUCFI0623 200920
ARED4E64020 200920
METGE425001 2005820
ECEDE1ZE41 200920
ECEDE1D9040 200920
PSYC212031 200920

¥isits Hours Grade
o.00 A

0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00

o e e e e e e e Y e Y e e Y e Y Y =
I EEFEERELERERLRFLEFLREFRFRR
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Registrations: Progress Report Listing by Subject

The Progress Report Listing by Subject allows for a quick overview of the progress report subjects. The
listing displays in alphabetical order the course name, then the student name, the instructor, the
report date and grades. The report may be generated for an individual student, instructor, course or
grade.

Report Chooser

Cheoose areport categeory and then a particular report.

Fegistrations V|
Registrations by 7?7

Frogress Report Listing
Progress Fepon & Visit Info

Frogr epor Listing by Subject Reqistrations Search...
Frogress Repor & Visit Info by Subject

Frogress Repon Detail by Student Fom: 11/01/2010 (5]

Wisits by Instructor & Subject To: 11/30/2010 FH

Sl Comparisan Sumrmarized: [¥]
Sl Session Listing

Generate

Formqi:DeIivery:

Osarve new favorite

Frogress Report Listing by Subject

Course Student Hame Inztroctor Start Date Srade
CHERATTOO0Z 200720 Bisig, Rochel M Hocdock, J S112007 B
BICL21 4033 200920 Brocfond, Asich & Hoddock, J S12007 B
PAKTGIA45001 200720 Browen, Sorcih K Hocdock, S12007 B
PAKTGA45001 200720 Browen, Soarcih K Hocdock, S12007 B
ECED&SS2RE 200720 Cornbs, Rirnbedy B Hoddock, J S12007 B
FIMZZ21030 200220 Cornkas, Rirnkbaedy B Hoddock, J S12007 B
EBTrAS4T 1032 200720 Conner, KEotie b Srnith, Jon S12007 B
PEYCATR002 200720 Dear, Tascho M Hacdack, J FH2007 B
EMGL426020 200720  Losh, Chiistine i HAHH, H FH2007 B
DCTH42504 200720 Leininger, Densk L FHZ007 B
EDUCTI0&423 200720 HMguyen, Jennifier T FOMIILLO, STEWVE  #011/200% B
FIMNZZ1032 200720 Root, Hichole L Srnith, Jon FHZ007 B
FEYC212031 200720 Welsh, Dicno L WALLACE DEVIM - ®/11/200% B
ECED&FD&d] Z00F2Z0 Wright, Megon & GUERRERD, JUDITH #/11/200% B
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Registrations: Progress Report & Visit Info by Subject

The Progress Report & Visit Info by Subject allows for a quick overview of the progress reports with
visit info for each student. The listing displays in alphabetical order of the subject, the student name,
the number of visits, and the hours. The report may be generated for an individual student, instructor,

course or grade.

Report Chooser

Cheoose areport category and then a particular report.
Registrations V|
Registrations by 77
Frogress Report Listing
Frogress Report & Yisit Info
Fragress Report List

by Subject

Frogress Repon Detail by Student
Yisits by Instructor & Subject
Sl Comparison

Sl Session Listing

Generate

Subject
ARED4&4020 200920
BIOLZ213002 200920

ECEDE1Z2641 200920
ECEDL&1%040 200920
ECOM208020 200920
EDUCT206Z2 200920
EMGLZZ0040 200920
EMGL2T1001 200920
FIMNZ221020 200920

GEQL1Z1001 200920
HLTHESS001 200920

PEYC212021 200920
PSYCE73I002 200920

oon-
ooo-
CHEM105001 200920 000-
CHEM1110321 200920 000-
oon-
ooo-
ooo-
ooo-
oon-
ooo-
ooo-
ooo-
oon-
MATHZ2Z1020 200920 000-
METG425001 200920 000-
ooo-
ooo-

ooo-
ooo-
ooo-
ooo-
ooo-
ooo-
ooo-
ooo-
ooo-
ooo-
ooo-
ooo-
ooo-
ooo-
ooo-
ooo-
ooo-

135
146
152
14z
134
1z4
126
1z1
138
izg
149
14z
144
147
125
124
151

Reqistrations Search...
Fore 11/01/2010 EH

Te: 11/20/2010 £

Summarized: [¥]

Forr‘nd’r:DeIivew:

Osave new favorite

Progress Report & Visit Info by Subject

Student ¥isits Hours Grade

welzh, Diana L o
Bradford, Asziah A 0
Mckean, Meagan R 0O
Diaar, Tascha M i}
wiright, Megan A i]
Wright, Megan A i]
Leininger, Derek L 0
Shaw, Mally & u]
Kuckuck, Ashley F 0
Kuckuck, Ashley F 0
Brown, Sarah K o
Bizig, Rachel M u]
Alger, Tanner M i]
Cormbs, Kimberly B 0
Wealzh, Diana L o
wright, Megan A a
Richards, Heather P 0O

0.o0
0,00
0.o0
0.o0
0.o0
0,00
0.o0
0.o0
0.o0
0,00
0.o0
0.o0
0,00
0,00
0.o0
0.o0
0,00

FLEEEFLEFEFEFRFLFEREFLELIEILRILIE
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Registrations: Progress Report Detail by Student

The Progress Report Detail by Student Report allows for a detailed review of the progress reports for
each student. The report details are organized in alphabetical order of the student’s last name and
contain the student ID, course, instructor, report date, grade received, term ID, and notes. The report
may be generated for an individual student, instructor, course or grade.

Report Chooser

Choose areport category and then a particular report.

Fegistrations V|
Registrations by 77

Frogress Report Listing

Progress Report & Yisit Info
Progress Report Listing by Subject Reqistrations Search...
Progress Report & Yisit Info by Subject )

Pro enort Detail b | Fom: 11/01/2010 (5]

Visits by Instructor & Subject Te: 11/30/2010 4

= CDmPﬂriSQH_ Break Up Registrations: [
Sl Session Listing

Generate

Formd’r:DeIivery:

Osave new favorite

Student; Aagard, Daniel 3. IO 540215978
Course: LEARNING20064 Instructar:
Grade Date: OO0 00700
Tarm ID; 20064
Motes=:
Course: LEARNING20071 Instructar:
Grade Date: 00 00700
Term ID:; 20071
Motes:
Course: LEARNINGZ20074 Instructar:
Grade Date; 00/00/00
Term ID; 20074
Motes:
Course; LEARNING200% Instructor:
Grade Date: 00/00/00
Term ID: 2008
Motes=:
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Registrations: Visits by Instructor & Subject

The Visits by Instructor & Subject shows instructor names in alphabetical order with their subjects and
the students who visited for those subjects underneath. Total number of visits and total hours are
displayed for each student.

Report Chooser X]

Choose areport categorny and then a particular report.

Fick a center

Reaqistrations v | (] All » ¥ General Advising P
Fegistrations by 77 [® math Advising ® [ v |[all [clear |
Frogress Repor Listing Student Search...

Frogress Report & VisitInfo Visit Search...

Frogress Report Listing by Subject

Frogress Report & Yisit Info by Subject

Frogress Repart Detail by Student
i ictor & Subject

Reqistrations Search...
Fror: 1170172010 EH

e 114302010 £

Sl Comparisan =
Sl Session Listing Show enly| Visited h
Page Break each Instructor

Hide Students:
Hide Wizits:

Sk D
Show Metes:
Format: | HTRL Delivery:

Clsarve new favorite

(K3 (53

Student Support Services
TutorTrac

Visils By Instrachar f Subyect
criterna from 07 172010 to OF f23/2010, visited = Visiled

Hagdack. |
CHEMT 10002 20057230
144 Brawifond, Aziah A

12010 15:22:3% 60 Ganaral Acivising taglay, Heather Groeduation Frap
4 Cncokchaanks, Suran

FIZZrzono 028258 &0 Ganaral Sclwizeg Gararcl Acviseg
13000 Famsweorth, Hubart

Frzzrzoo T&451% &0 el Acdviseg Grosdhasition Frap
145 Hess, Bittrey &

FR21r2010 162237 60 Ganaral Acdvitng Palviior, Wi Gararal Addviseg
152 Mdassoth, Joel B

N0 101406 60 Ganaral Advitng Auglong, Frank  Canaral Acvisng
153 Miokeon, Meagon B

Fra1rang 101403 60 Ganardl Advisng byhodrn, Cirddy  Gararal Advisng
13060 Reyrwolds, Molookm

FIZERIN0 055157 &0 Gananal Advisng Daira, Jokn Corilr Counidling

Fr2zrzono o2 E%2E &0 Gl Sohvisng Coraar Counsaling

FRZEAIN0 144706 60 Ganercl Advicng Aockono, Frank  Genercl Advisng
12 Studant, Darns

P00 14:85:40 60 General Acvisng Corper Counceling
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Registrations: SI Comparison

The SI Comparison Report generates a report comparing two groups of students, an SI group and NON SI
group. The Sl group represents a group of students who have Visited your center for supplemental
instruction or extra help, and the non Sl group represents the group of students who have not come in
for visits. The report compares the grades received by both groups, ultimately illustrating the effect
your Centers may be having on certain groups of student population. The SI Comparison Report can be

run for a specific subcenter(s

system used by your campus.

) or section(s), and grades can be broken down depending on the grading

Report Chooser

Cheose areport categery and then a particular report.

Fegistrations bt

Pick a center:
B All » (X General Advising P
® math Advising »

Registrations by 77
Progress Report Listing
Frogress Report & Wisit Info
Frogress Report Listing by Subject
Frogress Report & Visit Info by Subject
Frogress Report Detail by Student
‘isits by Instructor & Subject
fol O ] 1
Sl Session Listing

Student Search...
Visit Search...
Reqistrations Search...

Feorre 11/01/2010 FE

e 11/30/2010

Sl Group i
Paszing Grade Definition:

Mon-Poszing Grades:

Generate

Withdraww Codes:

Addl Unattended Sesziens:
Affects of 5l on Vizits Breakdown:

Lenath of tvpical zezzion:

Farmat: Delivery:

Osave new favorite
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Student Support Services

TutorTraec

SI Group MNon 51 Group

696 5269

Grade
Combined 0 0% 0 0%
Combined 8] 0% 8] 0%
and
Grade Point Avg (no withdrows):
Other Ungraded 496 1000% @ 5267  100.0%
[A,B,C.0)

Total Graded Enroliment:

Total (A,8,C.0)

Total Enrollment:

MNumber 31 Sessions Attended:

Mumber 31 Sessions Mot Attended:

Total Number 5| Session Offered:

Total number and % of Graded Students Attending Si:

Total Contact Hours of 31 Participating Students:

Mean Murmber of (0 minute] Sessions Aftended by S| Participants:
Mean Size of $| Sessions:

Mean final grade of S participants w /o Withdrawals:
Mean final grade of Nor-S1 partficipants w /o Withdrowals:
Difference from S| to Non-31 group:

Mean final grade of 3| participants + Withdrawoals:

Kean final grade of Non-31 participants + Withdrawals:

Attendance Affects of 51

Total
5965
0 0%
0 0%
5965 100.0%
0
5965
5965
484
0
484 [view]
0 %
1891.00
271
158

‘ Grade 1tod Sto7 Bor+
10 0 0
10 0 0
[ Total: 10 10 0 0
[ GFA: 0.00
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Registrations: Sl Session Listing

The SI Session Listing Report shows the date, time, and S| tutor names in alphabetical order with the
total number of attended sessions -- with center displaying for each Sl Tutor. Grand totals at the end of
the report will add Attended versus Non Attended sessions.

Report Chooser

Choose areport categeory and thern o particular report.

Pick a center:
v BJ All » (x] General Advising P

[ Math Advising P

Registrations
Registrations by 77

Progress Feport Listing Student Search...
Prograss Report & Visit Infa Visit Search...
Progress Report Listing by Subject Reqistrations Search...

Frogress Report & Wisit Info by Subject Frorm:
Progress Report Detail by Student m: 110172010 2

Wigits by Instructar & Subject Toe 11/30/2010 5

Sl Cornparison

Sl Group iz | Visited W

Center v |Tutor V| |Reason v

Sort By

v
Break
. ¥ |iforsubtotals
Generate level : !
Addl: l:IUanended Seszions.
Format:| HTRAL » Delivery:

Oserve new favorite

Redrock Advising
AdvisorTrac

Sessions Attended

Daote Time Tutor Center # Attended
T1/040 10 11:30 Ak Avolono, Fonk Senaral 1
11020 11:00 Akt Avolono, Fonk Ganerol
T1A0010 11:30 Ak Avolono, Fonk Senaral

THOZA0 1100 Akt FoxAdvizor, George General
1102010 2:30 PAA FoccAdvizor, George Senerol
1100 200 ArA FoecFoculty, George Genercl

o s by

110400 11:30 Akd - Fosxkhoculty, Seorge . Senerol
1100 200 ArA Halter, Jon Ganerol
T1/01/10 1130 A4 Halter, Jon Senaral
11020 230 Ph Halter, Jon Ganerol
1102010 1100 A4 Halter, Jon Senaral
THOTA0 1120 Ak senercl
1109010 1:00 P Generl

Grand Total Sessions: 132

Total Sessions Atended: 132

Total Atendees: 14

Total Sessions Mot Attended: O
Unrecorded Sessions Mot Atended:
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Other: Students That Visited

The Students That Visited Report allows for a quick overview of individual students that have at least
one visit in the Center and date range chosen. Other information will be listed such as ID, Name, visit
data and centers.

Report Chooser

Chooge areport categoery and then o particular report,

Other hd

Students thi o

Students that Visited by Consultant

Consultantf Center Summanry Pick a center:

isits for Students [x All » (X Math Advising »
“isits Expaort

Center Usage & Demograghics by Fomn: 11/01/2010 &

Visit Notes — To: 11/15/2010

Usage Snapshot
Attendance by Hour Form: 8:00a €D - 5:00p @
Attendance by Hour by Day of Week

Generate

<

Formd’r:DeIivew:

Osave new favorite

Redrock Advising
AdvisorTrac

There are 10 Students(s] that visited between 11/01/2000 and 11,/15/2010.

1o Harme Last Date In logged In Center Date In Time In Time Cut
PEZEREFFR Abdel-Jokber, Aol H 122010 Mo
Generol Advising 11202010 0 10:86 ARY 11:12 Ak
S40215%78 Asgord, Doniel J SNNEN0 Ho

Generol Advising 11052010 108 Pii 1:38 Fia
a7as1 Bermtson, hory Beth 11/12/2010 Ho

Generol Advising TTIT202010 226 Aha T002E AbA
FAZEE04 Cor, Frederico foy Porter 17/12/20010 Ho

hicith Actvisitg TTAZI2010 9:15 Akd 520 AM

Generol Advising 11012/2010 225 Alt 10225 Ak
133 Carter, Hothon B 12/28/2010 Mo

Generol Advising 1120100 1722 ARY 1142 A

Generol Advising 1142010 11:14 AR 12:18 PRA

Gereral Achrizsitgg 111002010 11:33 And 1134 Ak
Generol Advisiing 111172000 17:45 Ard 12:45 P
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Other: Students That Visited by Consultant

The Students That Visited by Consultant Report lists students according to the consultant they had a

visit with. Consultants are listed on the left,

then the students who saw the consultant then center

they visited, Date, Time and Duration. The report can be regenerated for a single center and different

date range.

Report Chooser

Choose areport categons and then a particular repaort.

Other

Students that Visited
Students tha ed by 3
Consultant / Center Summary
Yisits for Students

Wisits Export

Center Usage & Demographics by
Wisit Motes

Usage Snapshot

Attendance by Hour

Attendance by Hour by Day of Week

Generate

s

Fick o center
[(x All » [ Math Advising P

Fom: 11/01/2010 EH

e 114152010 [

Formqi:DeIivew:

(lsave new favorite

Redrock Advising
AdvisorTrac

There are & Consultant(s) that had visits between 11,/01/2010 and 11182010,

Consultant Student

Byolano, Frank
Carter, Hothon B

Cook, Heother fAa
Hgguyen, Jennifer T

izlsh, Doug L
Total 4 $tudents

Center Doate Time

Duration

General Advizing 1T/T002010 1133 Ak 0.00
Genardl Advising 1171172010 17145 AlA 1.00
Genardl Advising 110420010 1119 Ald o.aa
Genardl Advising 11082010 11:11 Al 1.00
Generdl Advising 1171172010 2:35 Al 0.ao
General Advizing 1171072010 11:2% Ak 0.0
& Wisits 2.8
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Other: Consultant/Center Summary

The Consultant/Center Summary Report quickly displays Consultants Logins by Center. Each center is
displayed along the left of the table. For each center, the consultants are listed with their number of
visits, Appointments, Students, and status of appointments that logged into that particular center. The
consultant logins can be regenerated for a specific center, or for different date ranges.

Report Chooser
Cheoose areport category and thern a particular repaort.
Other V|
Students that Visited s

Students that Visited by Consultant

Consultant/ Center Summary

_ONns = Pick o centar:
Yisits for Students () all » X Math Advising P

Visits Export Forn: 11/01/2010
Center Usage & Demographics by " =

Wisit Notes _ Te: 11/15/2010

Usage Snapshot Visit Summary: [¥]
Aftendance by Hour Appt Summarny: [¢]
Attendance by Hour by Day of Week Appt Statuz Summang

Generate

<

Forr‘nd’r:DeIivew:

Osave new favorite

Redrock Advising
AdvisorTrac

There are 5 Consultant(s) that had visits between 11/01/2010 and 11/15/2010.

Consultant Center Misis Students Appts  Students  Atended CANCELED - DELETED  fhissed-ADY

Avolano, Frank

Senenal Achizing & 4 3 2 a a 3
uhiclentifiec [u} [u} 1 1 [u} [u} [u}
Dwerall: & "4 4 "3 o o 4
Foue hcdwisor, George
Senenal Achizing 2 2 2 2 a a 2
Dwerall: 2 "2 2 "2 o o 2
FoxcFaculty, George
Senenal Achizing 2 2 & & a 3 3
Crverall: 2 2 & he) x) 2 2
Halter, Jon
Senenal Achizing 4 3 1 1 a a 1
iacith Acvisitg 1 1 [u} [u} [u} [u} [u}
Dwerall: £ "4 1 M| o o 1
Smith, Jessica
Senenal Achizing 1 1 & 2 1 2 3
Dwerall: 1 M| & "2 1 2 3

* totol: dio not necessarly reprasent o column total becouse the sorne stodent con visit more thon one center multipls tirmes.
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Other: Visits for Students

The Visit for Students Report will list a student’s record of the student’s visit to the center(s).
Students are sorted by name, date in and time in. The total number of Visits will be listed on the top of
the report.

Report Chooser
Chocse areport category and then a particular repart.
Other V|
Students that Visited ~
Students that Visited by Consultant
Consultant/ Center Summa Pick a cantear
sl NIEHE @ All > 3 Math Advising >
Vigits Export
. Student Search...
Center Usage & Demographics by
Visit Notes — Form: 11/01/2010 £
o '
Attendance by Hour To: 11/15/2010 EH | Last Month b
Attendance by Hour by Day of Week w

Generate é

Formc:i:DeIiveryr:

Osave new favorite

There are 22 Visits(s] betwean 11/01/2010 and 11/18/2000,

Centars Acdvising, Anancicl Aid, General Acdvizing, Moth Advizsing, mozic Adwizing
ctiterics: from 1100172000 to 1171502010

Hame Date In Time In
Abdel-dober, Aol H 1122010 10:58 Ak
Azgord, Danizl . 11/202010 108 PhA
Bemtzon, hory Beth T1I2M2010 268 Ak

Cor, Frededco Moy Porter 111212010 %25 AN
Co, Frededco Moy Forter 111272010 219 Al

Carter, Hothon B 1112010 11:28 AkA
Carter, Hothon B 11172010 749 Akd
Corter, Nothaon B 11452000 11:06 AR
Corter, Hothon B 11072010 11:32 Ak4
Carter, Hothon B TTAF20T0 17:45 Akd
Cook, Heother i 113200 222 Ph
Cook, Heather i 11402010 1119 Akd
Cook, Heather i T1/8i2010  11:11 AkA
Cook, Heother i TTTTF2010 11:45 AbA
Hguyen, Jennifer T TT2010 2:35 Ak
Sho, BAolly A 113200 223 P
Shoi, BAolly A 11200 11032 Ak
Sho, BAolly A TT2010 229 Ak
Srith, Jon Allen TU12010 228 Ak
Wielsh, Doug L 1112010 11:28 AkA
Wielsh, Doug L 11072010 T1:2% AkA
iright, fdark A 1112010 748 Ak
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Other: Visits Export

The Visits Export Report provides visit data based on the fields that are chosen. Default fields include:
date in, time in, time out, section term, center, reason, student full name, and consultant full name
over an assigned date range. The most unique aspect of this report is that this report can be generated
as a CSV file through the Format: field towards the bottom of the Report Chooser. This report is most
commonly used to extract Visit data from your Trac system.

Report Chooser

Chooze areport categony and then a particular report,

Other V|

Students that Visited

Students that Wisited by Consultant
Caonsultant/ Center Summary
“isits for Students

Center Usage & Demographics by
Wisit Notes

Usage Snapshot
Attendance by Hour
Aftendance by Hour by Day of Week

Generatei

Redrock Advising
AdvisorTrac

Pick o center:

x All = [® Math Advising »

Student Search...
Visit Search...

Fom: 11/01/2010

| @ General Advising &

e 11/15/2010 £

®] pate In » [® Time In ® ® Time Out »
[ SectionTerm * (Xl Center » [ Reason »
Fields to Export: ) Student Full Name ® [® Consultant FullName #

Formai:DeIivew:

Clsare s new favorite

[Wisits]Dote In [Wizsitz]Tivne In [isbts]Tivne Out [Sectionz]SectionTamn Ho [Bubcenter:Morme [Centerfeozon:]Reczon [Studentz]ROll Horme

11iFfz0mo 13:05:00 1:3:35:00
112010 O 42:28 O7F47:52
11i15zmo 07 45:08 07.45:54
11z00 11:2802 11:42:0%
11i15zmo 112852 114210
11izfzmo 105602 111544
1102200 Ta22:07 14:2%:40
11035200 14:22:5% 14:25:42
1142010 11:14:41 12:1&:41
11492010 111501 112536
11082010 11:1312 11:21:43
11252010 11:11:45 12:11:45

Senercl Achising
Senerol Addvising
SerErcl Achizing
Senerl Advizing
Senerol Acizing
Senercl Achising
Senerol Advizing
SerErcl Achizing
Senerol Addvising
Senerol Acizing
Senerl Advizing
Senerol Advizing

Chonge Mojor
Chonge Mojor
Chonge MMojor
Senerol Acizing
Senercl Achising
Senarol Addvizsing
Sracucition Preg
Senerol Advizsing
Chonge Mojor
Sraduction Frep
Chohge Wcjor
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Asgord, Donigl J.
Witdight, hAoirs A
Carter, Hothon B
Witelsh, Dowg L
Carter, Mothon B
Abdel-Jober, Abdul H
Shizrww, fAclly A
Cook, Heather i
Carter, Hathan B
Cook, Heather ta
Show, Moy A
Cook, Heother tA

[Corsultorts JFullHorme

FoxFoculty, George
Halter, Jon
Hailter, Jor

Foofucdwisor, Geohye
Halter, Jon
Foofucdwizor, Geotye
FoxFoculty, George
FAuolono, Frank
Hailter, Jor
Awroloino, Fronk



Other: Center Usage & Demographics by

The Center Usage & Demographics Report depicts a chosen field and a demographic breakdown of the
students associated with the chosen field. The fields are listed vertically on the left side of the screen,
and demographic summaries are detailed along the right side of the screen. Along the top, links to
each center allows the user to regenerate the report for an individual center.

Report Chooser
Choose areport categeory and then a particular report.
Other V| e .
Students that Visited el kg e

~ > ising
Students that Visited by Consultant S ol B oith i)y

Consultant/ Center Summary (¥ General Advising >
Visits for Studants Student Search...

Wisits Export Consultant Search...
Yisit Search...

~|Rrom: 1170172010

Wisit Mates
Usage Snapshot

Attendance by Hour T 11152010 EH

Aftendance by Hour by Day of Week »|  Group ViSBi:ﬂ Center V|

Include Grand Tetal Summary [requires more proceass

Generate time)

Formqf:|HTML V|De|ivery:| Screen V|
Osenve new farvorite

Center Usage and Demographics by Center Name

Centers : Advising, Finaneial Aid, General Advising, Math Advising, fusic Advising
Griterio: o 1107142070 0 11/ 1E/2010. Active sonsultants only

Name

General Advising

wisits Hrs  Students Dernographics Surmmcry
Total: 21 221 11
Ethriicity:
Anale 1
Caucazian &
Other 1
Polynesian 1
Wulcan 1
White, Hon-Hizpanic 1

Miale: & Female: 5

Ager T 1211 221 2400 28: 22001 T 4

Cloiss

N AN

Collage:
[klank]

Education
Engineering

GD

Journalism

Mursing

Performing Arts
Secial Soiences

JEPRY S )

University of Texas
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Other: Visit Notes

The Visit Notes Report displays visit information from students’ meetings with consultants with the full
consultants’ notes from the visit. They can be generated for an individual student, student field,

student list, or center.

Choose areport category and then a parhi

Cther Vl

Report Chooser

cularrepaort.

|

Students that Visited
Students that Visited by Consultant
Consultant/ Center Summary
Yisits for Students

Yisits Export
Center Usage & Demographics b

Usage Snapshot
Attendance by Hour
Aftendance by Hour by Day of Week »

Reqistrations Search...
Forn: 1170172010 2

re: 114152010 (2

Break Up Students: [

Generate é

Formqi:DeIivery:

Csarve new favorite

Redrock Advising
AdvisorTrac

Found 0 registrations

1D Name Num Visits Total Howrs Notes
Brown, Mandy M
00/00/00 9:00 AM - 9:30 AM  Awvolano, Frank: Discussed different options with classes she has taken. will rmeet again in a few weeks,
00/00/00 11:00 AM - 11:20 AM
23 Brown, Mandy M 2 50.00
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Other: Usage Snapshot

The Usage Snapshot Report quickly displays any fields added through the Snapshot Field section. Each
field added will display the name of the fields, number of students, total visits, total hours and a pie
chart within the assigned date range. This report gives users a broad overview of the Usage of your
subcenter(s), based upon the Snapshot fields chosen.

Report Chooser

Choosze areport category and then o particular repart.

COther V|

Students that Wisited -~

Students that Visited by Cansultant Pick a canter:

Consultant/ Center Sumrnary (= all » [ Math Advising >

“isits for Students ® General Advising P

Yisits Export )

Center Usage & Demographics by From: 11/01/2010 [

it Motes —| 7o 11415/2010 E | Last Month S

LorEs (® Reason P

Aftendance by Hour Shapzhet Fislds:

Attendance by Hour by Day of Week

] Show Chart

1

Formcd: Delivery:

Osave new favarite

Centars tAdvising, Financial Ald, General Advising, Math Advising, Music Advising
criteria: from 11/07/2010 ta 1171542010

[CenterReasons]Reason
Students Wisits Hrs &

Zareer Counseling 2 2 20 9 0% —
Zhange Major 4 ; 1.4 31.8% i cunssling
Seneral Advvising & 7 4.7 31.8% Prap (24

Gradugtion Prep 5 5 1.2 227%

Total 11 22 9.9 700%

change:
major
[535%]

General
Advising
[33%)
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Other: Attendance by Hour

The Attendance by Hour Report provides a quick headcount of students at your subcenter(s) grouped by
hour. This report displays the time of day that visits are occurring over a given date range. The
attendance is plotted by number as well as in a bar graph. The hours of the day are listed vertically on
the left, and then columns to the right depict the number of students in the center at any given block
of time. The report can be regenerated for an individual center or customized date range.

Report Chooser
Choose areport category and then o particular repart.

Other V|
Students that Visited -~
Students that Visited by Consultant P .

ick a canter:
Consultantf Center Summary ® All > [ Math Advising P
Yisits for Students — 9
Visits Export [ General Advising &
Center Usage & Demographics by Frorn: 11/01/2010
Yisit Notes —
|Jsage Snapshot Te: 1171572010 ﬁ
Attendance by Hour From: B 00& .. 500
Attendance by Hour by Day of Week @ I F @

Include Wait Time [advizing centers): ¥

Generate &

Forma’r:DeIivery:

[Csave new favorite

Redrock Advising
AdvisorTrac
Hour % of Mo

for Doy
E00 AR 2 25%
B30 A 3 38%
200 AR 5 43%
2:30 AN 2 25%
1000 AR 2 25%
10230 AR T 13%
17100 AR & 100%
11230 AR & 100%
12:00 Pid 4 50%
12230 Pid 2 25%
1:00 Phd T 13%
1:30 P T 13%
2200 P 2 25%
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Other: Attendance by Hour by Day of Week

The Attendance by Hour by Day of Week maps the attendance of students visiting your subcenter(s) in
selection and maps attendance based on time in half-hours and days of the week. The report is plotted
by number in a grid with hours of the day are listed vertically on the left and days of the week
horizontally on the top. The Attendance by Hour by Day of Week report accounts only for a student’s
that attended in the center, and not for their total visit. The report can be regenerated for an
individual center, date range, or block of time.

Report Chooser

Choose areport category and then a particular report.

Other V|

“isits Export

Center Usage & Demographics by
“isit Nates

Usage Snapshot

Aftendance by Hour

Attendance by Hour by D,
Logins by Hour by Day of Week
Consultants by Specialties
Consultant Linked Centers

|

Pick o cantar
(@ Al » [® Math Advising P

[ General Advising P
Visit Search...

Frorn: 11/01/2010

e 1141512010 £

Fom: B:00a €0 « 5:00p €D

<

Generat%i

Redrock Advising
AdvisorTrac

Hour Sun Mon Tus Wed Thu R Sat Totel
8:00 AM 0O
8:30 AM O
9:00 &AM 0O
9:30 &AM O
10:00 AM 0
10:30 AM O
11:00 AM 0
11:30 AM O
12:00PM 0
12:30PM 0
LooPM 0
0
0
0
0
0
0
0
o

]
o

1:30 PM
2:00 PM
2:30 PM
3:00 PM
3:30 PM
4:00 PM
4:30 PM
Total:

== e e e e e e S O e e e B e
N e T e o e e e S e e P e o e Y o Y
[ e e e e e L T e e e e e R
e T e e e e e PN SV e e A OV
oooooooOooOoOooo00DOo OO
ADDDEDMMMM&EEMMMM&JM

WMOOO0OO0OO000000000/MMWO
-

-
-~

Hours Increment: |00:30 {kk:mm)

Formd’r:DeIiver\;:

Osarve new favarite

For centers Advising, Financial Aid, General Advising, Math Advising, Music Advising
chiteriar from 11012010 to 11/18/2010
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Other: Logins by Hour by Day of Week

The Logins by Hour by Day of Week maps the number of logins performed by students visiting your
subcenter(s) in selection, and maps these logins based on time in half-hours and days of the week. The
report is plotted by number in a grid with hours of the day are listed vertically on the left and days of
the week horizontally on the top. The Logins by Hour by Day of Week report accounts only for a
student’s that logged in to the center, and not for their total visit. The report can be regenerated for
an individual center, date range, or block of time.

N ReportChooser T —

Choose a report category and then a parficular report.

Logins by Hour by Day of Week

Students Document Followup List Pick o center:
Students Document Post List ] Demo Advising Center P
Consultants by Specialties (¥ Dev Learning Center P

Consultants by Subjects i Visit Search
Unassigned Section Specialties T
Consultant Linked Centers == 02/01/2013 [

Consultant Ceniﬁcat?on Renewal = 02/28/2013 [Ei LastMonth + [DAuto Recompute Dates
Consultant Certification Hours
wr: 8:008 € = 5:00p @

Hours Increment: 00:30  (hh:mm)

m

1

Generate

Format: HTML = Deliverny: Screen -

[(save new favorite
[Calow group dccess

Redrock Advising Logins
AdvisorTrac

From 02/01/2013 to 02/28/2013, for centers Demo Advising Center, Dev Leamning Center

Hour 3un Mon Tue Wed Thu
8:00 AM 0
8:30 AM
9:00 AM
9:30 AM
10:00 AM
10:30 AM
11:00 AM
11:30 AM
12:00 PM
12:30 PM
1:00 PM
1:30 PM
2:00 PM
2:30 PM
3:00 PM
3:30 PM
4:00 PM
4:30 PM
Total:

3at Total

01

(=]

[=I =T S ST 5 e R [ e e R e e Y e e = =

o
0
0
0
0
0
0
0
0
0
0
0
0
0
2
0
0
0
0
2

[= I R N R R o o - I I T T T T e e
H$ OO0 000 WOoOOoODOoOOo0O0DO0OO00000
= OO O+ OODOODOoOOoOO0ODOoOOoOOoOoOoo
[ = [ I e I e Y e R o Y o I e R - e Y e Y e [ e Y o Y - Y e e
[« =T« I (S e R = [ e I = i - e o Y o [ e i Y o Y o Y Y o Y )
= T B R e o o T T e T T T T T o e e

[
4]
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Other: Consultant by Specialties

The Consultant by Specialties Report first lists the specialties of a Consultant and then the lists the
Consultants who have that specialty. The specialties are listed vertically, and listed to the right are the
Consultants who have that specialty.

Report Chooser

Chooge o report categorny and then o particular repert,

Other Vl

“isits Export
Center Usage & Demographics by
Wisit Motes

Usage Snapshot

Attendance by Hour

Attendance by Hour by Day of Week
Lagins by Hour by Day of Week,
Consultar ies
Consultant Linked Centers

e

<

Generatei

& Advizar, Darne Bagley, Haathar

Fick o center:
x All » [® Math Advising &
[x) General Advising P
Consultant Search...
Show Specialties for Tenmn:

Specialtiss for| Subjects ¥

Ihclude Consultant Email:
Ihclude Corsultant Phone: [

Murrber of RBeport Colurmns: |5 %

Formqi:DeIivery:

Osave new faveorite

Corsultants by Specialties

Canters JAdvizing, Anoncial Aid, Gensrol Advising, toth Adising, hiusic Advizsing
Active consultants only

Aclvisor, Derno

Addvizor, Derno Bogley, Heother
Srnith, Jon
Addvizor, Derno Bogley, Heather Hailter, Jon
Bagley, Heather
Bagley, Heother
Bagley, Heather
ACCET Addvizor, Derno Bogley, Heother
Tern:51
BICT07 1234 Addvizor, Derno Bogley, Heother Halter, Jon
Tenn:20073
EICI0IL 023 Boagley, Heather Hoilter, Jon
Tern:20073

BIC110 1109 0%20 Brogley, Haother Hoitar, Jon
Tenn: 200720

BIC110 1110 0%20 Bogley, Heother  Holter, Jon
Tenn:200720
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Other: Consultant Linked Centers

The Consultant Linked Centers Report first displays Consultants name, and then lists the respective
center that the consultant is assigned to. The Consultants names are listed vertically to the left and to

the right are the centers they are assigned to.

Report Chooser
Chooze areport categery and then a particular repert,
Cther Vl
Visits Export A
Center Usage & Demographics by
YWisit Motes Pick a center

(] &Il » ® Math Advising »
® General Advising »

Consultant Search...
Include Consultant Email: (]
Inzlude Consultant Phone: [

Murmber of Report Colurmns: |5 %

Usage Snapshot
Aftendance by Hour
Aftendance by Hour by Day of Week
Logins by Hour by Day of Week
Cansultants by Specialties

Generate

£

Formdi:DeIivery:

Csarve new favorite

Consultant Linked Centers

Centers Advizing, Ancncicl Aid, Generdl Advizsing, Moth Addvizsing, hMusic Adwizsing
Active consultants only

Advisor, Demo [General Advizsing] Redrock Advizing

fvolano, Frank

[Generol Advizsing]
Lecming Center

[fuhcath Achvizing]
Redrock Acvizsing

Bagley. Heather

[Senenal Adwizing]

Redmock Advizing

Duckson, Dawvid

[#113]
[Senenal Advising]

[rhusic: Achvizing ]
Redrock Advizing

Foc Adwisor, Seorge

[Generol Advizsing]

FoxFaculty, George

[Senenal Advizsing]

Frost, Elvis

[#113]

[Senerol Advising ]
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Security: Center Profile Detail

The Center Profile Detail Report shows a detail view of all users assigned to groups within all Center
Profiles.
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SAGE: Referral Snapshot

The SAGE Referral Snapshot Report displays an overview of the reason/recommendations included in
your SAGE referrals, as well as a total number of Referrals made for the respective
reason/recommendation, and total number of students that these Referrals were created for. A total
number of Referrals and Students will be listed towards the top of the report.
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Generate |
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SAGE: Referral List

The SAGE Referral List Report shows in alphabetical order a list of students who have had referrals
created for them, as well as any corresponding information for these referrals including the date
range, referral type, referred by field, date, and subject/course, reasons, recommendations, and any
notes included in the referrals.
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Attendance
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Chapter 18: FAQs

Installation / Configuration

How do | install the software?

The Trac software will be available for download after purchase has been made. Contact Support@Go-
Redrock.com for the link to download the latest release of the software. The download link will
provide a complete installation package, including the web server and database. On a Windows server,
the download will be a self-extracting exe file that will install the Trac application on the C: drive.

What are the Server Requirements?

The server requirements to run your Trac application are very minimal. It is not required to have
server-class hardware or operating system, and a very capable server can be found for under $1000.

At minimum you want a P4 2.8 GHz processor, 2 GB RAM, 2 GB Hard Disk space.

What is the required server operating system?

The Trac system can be installed on any Windows OS 2003 and newer.

Can the server be assigned a DHCP IP Address?

No, the Trac application requires a static server IP Address. The IP Address is used to check your
installation code and also to access your Trac application web interface.

Can |l install the Trac application on multiple computers?

No, your Trac application will only be installed on a single computer. This computer will be the server
(even if it is not 'server’ hardware). The users can access your Trac application from any web-enabled
device on the network. As a web-based application, there is no need to install the software on any
other computer.

Can | install the Trac application on a virtual machine?

Yes, the Trac application runs fine on virtual servers.

Can the Trac application use the campus LDAP or Active Directory to log in users?

Yes, the Trac application is LDAP and Active Directory compatible. The authentication would be
customized by Redrock Software. Redrock Software would need the LDAP/AD Server Address, Base DN,
and a valid username & password to create, test, and implement the LDAP/AD Authentication script.

Can the Trac application be integrated with our campus Portal, Single Sign-On (SSO), CAS,
WebAuth, or other?
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Yes, the Trac application can integrate with Portals, SSO, CAS, or WebAuth. This integration is
customized by Redrock Software. Redrock Software would work with your campus IT Dept to fully
integrate the Trac application.

How can our Trac website be secured?

Redrock Software recommends utilizing a 3rd party application named Stunnel to encrypt the data
between the web server and the users' web browsers. Stunnel is a free, open-source SSL wrapper that
is installed on the server with the Trac application. The Trac application connects with Stunnel without
encryption on the local server. Then Stunnel encrypts the data and connects with the users’ browsers
across the network.

What information is needed to generate a certificate for SSL?

e Organization Name - University

e Organizational Unit - Department

o (City, State ZIP

e Email address

e Common Name or Fully qualified domain name - i.e. TutorTrac.myschool.edu or
AdvisorTrac.myschool.edu

Does TutorTrac support Shibboleth?

Yes, we have worked with Shibboleth on several occasions. Once the student has authenticated, either
the username or student id is sent back to TutorTrac.

Can we use an SQL database for the Trac application?

No, the Trac application utilizes a 4th Dimension database (http://www.4d.com). The web server front
end is developed specifically for use with this integrated database. A future version (no ETA) of the
Trac application will utilize a mySQL database.

Can we run our Trac site from an |IS web server?

No, the Trac application utilizes a custom web server developed by Redrock Software. The web server
was developed to integrate fully with the built-in 4th Dimension database.

Can we run our Trac site from an Apache web server?

No, the Trac application utilizes a custom web server developed by Redrock Software. The web server
was developed to integrate fully with the built-in 4th Dimension database.

Can our Student Information System integrate with our Trac application?

The Trac application can import data from any source as long as it is provided in the correct format.
The data needs to be provided in a flat file format. .TXT, .CSV, .DAT, .LIS, and .XML are examples of
valid file formats. The Trac application will not import data from Excel files. The data must be saved in
a flat format. The order and delimiter of the fields is completely up to your preference, however, the
format, order, and delimiter of the fields must remain consistent with every import. Redrock Software
recommends that the student demographic data be imported with the students’ course registrations
and course instructors.
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Can the Trac application run as a service on the server?

Yes, the Trac application can be run as a service so a user is not required to remain logged on to the
server for the Trac application to run. The Trac application is installed as a service by utilizing a small
application named Winserv. See the article, Install the Trac Application as a Service, for more detail to
install the service with the Winserv utility.

We’ve bought the Trac Product and are in the process of installation. Is there anything we can do
to prepare for full implementation?

First, the major factor that determines how smoothly initial configuration goes is your workflow. How
would your campus like processes to run in regards to Visits, Appointments, Logging students in and out
/ Recording Visits, Scheduling, and most importantly, what type of data you want to run reports on at
the end of it all. These Visit, Appointment, and Scheduling processes are typically highly dependent on
the data you want to collect.

Important Questions to ask:

e Do we want to sign students in and out of our centers (to collect Visit Data) or Do we
want to strictly run an Appointment based schedule?

e  Who will be signing students in and who will be signing them out? (Front desk
workers, consultants)

¢ Will Consultants enter visit notes to the visit records?

e Who will be responsible for creating Consultant Schedules?

¢ Do we want students to be able to book their own appointments?

Additionally, here are some advanced questions about 3 major elements of your Trac system
setup:

1. The Import Process (importing student and course data)

2. LDAP Authentication (single sign on using campus credentials for users - students,
consultants, etc)

3. SSL encryption - (secure network)

These 3 processes will require some involvement with your IT department, or whichever department is
responsible for your Server that hosts your Trac application. This is the main reason why these
processes typically take a little longer to complete, and may be beneficial to get started early. Here
are some links to our Wiki site that detail these 3 processes.

e Import - http://wiki.go-redrock.com/wiki/Import_from_Student_Information_System
e LDAP Authentication - http://wiki.go-redrock.com/wiki/LDAP
e SSL Encryption - http://wiki.go-redrock.com/wiki/Stunnel

So to summarize, discuss with your Administrator group the details and specifics of your workflow
process. Discussions should revolve around the Log in process, Scheduling, and what type of Data you
want to collect in Reports (visit info, appointment info, etc). Regarding the 3 processes that will need
IT involvement, assess whether or not some of these tasks can be done previous to installation
(choosing which fields to Import, how to obtain SSL certificates). If at any time you have questions or
require clarification on any processes contacting Redrock support at support@go-redrock.com.
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Center Profiles / Subcenter Setup

What is a Profile?

Center Profiles were introduced in version 4.0. A Center Profile allows you to set up users, consultants,
groups, and centers that share preferences and settings. The Groups will establish group privileges and
settings for users and consultants. While the individual centers share the global profile settings, the
groups and users can be restricted to accessing information by to each center.

Why would | need another Profile?

Another Profile would be needed when multiple centers cannot agree on the settings within the same
Profile. There are three key areas of settings in which centers might have a conflict: Log In/Out,
Appointment Scheduling, and Email Settings.

Can | add a Profile to my existing Trac system?

Yes, a Profile may be added to an existing system at any time. A Profile has an additional cost. You
need to contact Redrock Support for assistance in purchasing and activating a new Profile.

How do | set up another Profile?

First, you need to purchase a Profile License by contacting Sales@Go-Redrock.com. Second, you need
to choose Center Profiles from your Trac Navigation Search Glass. From the Center Profile Listing,
choose Create New from the List Options menu. Third, you need to name your Center Profile and save
it. When you save your Profile, your Profile is assigned a Sequence number. Finally, email that
Sequence number to Redrock Support<Support@Go-Redrock.com>. Redrock Support will generate a
unique Activation Code for your Profile and you can enter that code to activate your Center Profile.

How do | set up multiple centers?

A Centers tab appears at the top of your Profile Entry screen. This tab gives access to the unique
Centers that are set up for the Profile. A Center in the Trac application is a unit that has unique
Consultants, Schedules, Visits, and Reports. The Centers will most often be setup according to unique
departments, however, you may set up your Centers according to any convention that fits your needs.

If we have purchased TutorTrac and at a later point decide to purchase AdvisorTrac as an add-on
Profile, what are the advantages/disadvantages to taking this route as opposed to purchasing a
completely separate installation?

The first and most obvious advantage of purchasing an add-on Profile is the financial benefit.
Purchasing an additional Profile (as opposed to a brand new installation) comes at a significantly lower
cost. Management, administration and training processes can also be streamlined in terms of
efficiency, as less users will require instruction on how to utilize the software properly. That being
said, the disadvantages of having 2 profiles under a single installation stem from the same issue. If
Management and Administration CANNOT come to a compromise or different management groups
become necessary for each profile (administration becomes separated), you may want to consider
purchasing a fresh install to avoid any friction that may occur between two groups. Two profiles under
one installation will need to come to a compromise in several situations, and often the blending of Trac
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system functions, student data, course data, automated events and emails can cause confusion
between users, administrators, and can sometimes negatively affect data that is being collected. The
initial setup of your Center Profiles is a crucial step in the process of setting up your Trac system
properly, and if you need additional information before any decisions are made, do not hesitate to
email us at support@go-redrock.com or contact Redrock support at (877) - 303 -7575 ext 201 for
general support.

Is it possible to copy tutors from one profile to another?

While you can’t make a copy of a Tutor you can add a Consultant from another Profile. Go to the
Profile you want to move the consultant TO and then go to the Consultant’s Tab > List Options > Add
from other Center...

This will give you a list of consultants from other profiles that you can add to the selected Profile.

Customization / Design Layout

How do | set our school logo?

The Trac system provides a place for a logo image to appear as a banner in the upper-right corner of
your Trac system web pages. The banner is a GIF image file named SchoolBanner.gif and is placed on
the Trac server in the Webfolder/TracWeb40 folder of your Trac application installation directory.
Redrock Software recommends an image height no greater than 75 pixels for your banner. Consider the
users’ screen resolutions when considering the width of the banner image. A Trac System Administrator
can upload the banner image through the Trac system via the Utilities & Prefs.

How do | change the Trac colors?

A Trac System Administrator can set up the default colors of the titles and title bars on the Trac system
windows. The Trac System Administrator can set these colors from the System Preferences found in the
Utilities & Prefs. The campusColorData preference provides a setup utility to select and test colors
before implementing the colors for your Trac system. The Reset

How do | change the login instructions?

Any user that logs into your Trac system will log in through the same screen, so the login instructions
are global to your Trac system. The instructions are found in the System Prefs. The name of the pref is
MsgsAll. The instructions can be formatted with HTML to customize your fonts, colors, and sizes or add
links and images.

How do | set up a nice URL or website to access the Trac system?

Your Trac application serves the Trac system web pages from the IP Address of the server. Your Trac
system will be accessible via web browser by entering the IP Address as the URL. You can set up a
domain name for that IP Address through your network administrator. When your site has a domain
name, you will be able to access your Trac system by a recognizable address like trac.college.edu.

How do | load student data to my Trac system?
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Your Trac system can import student information from an ASCII flat file. You obtain that file from your
student information system. Provide a sample of the file to Redrock Support and you will receive a
script that imports the data from the flat file to your Trac system database. So long as your file format
remains the same, you will be able to continue to import updated student data to your Trac system.
The entire process can be automated so you do not even need to do anything.

How do | load course data to my Trac system?

Your Trac system can import course registration information from an ASCII flat file. You obtain that file
from your student information system. Provide a sample of the file to Redrock Support and you will
receive a script that imports the data from the flat file to your Trac system database. So long as your
file format remains the same, you will be able to continue to import updated course registrations to
your Trac system. The entire process can be automated so you do not even need to do anything.

How do | notify instructors when their students are visiting?

The Trac system has a couple of standard functions in place to allow you to contact the faculty when
their students visit your center(s) for assistance. You can ask the students to check a box to email their
instructor as they sign out of a visit. You can ask the tutors to enter their session notes and then click a
button to email the visit information and notes to the instructor. You can even automate a process to
run nightly or weekly and email the faculty a list of all of their students that have visited. Redrock
Support will assist you in setting up these options.

Emails

How do | set up emails for my Trac system?

The Trac system has a global setting to store a value for an SMTP Mail Server. The setting is found in the
System Preferences. The preference name is MAILSERVER. It can be entered with a domain hame or an
IP Address. The mail server needs to allow anonymous mail relay from the Trac server IP Address. An
incorrectly entered mail server can cause your Trac system to operate very slowly as it attempts to
connect to a non-existent mail server when scheduling or cancelling appointments.

How do | send an email to a group of students?

The Trac Navigation allows you to search students very quickly. When you have searched and found a
selection of students, you can choose to send an email to this entire group at once. You can do so by
choosing to Send Note from the List Options menu. Enter your email subject and message and then
choose if it is an email or just a note within your Trac system. Click Send Message to complete the
message and send it to the group of students.

How do | email students a reminder of their appointments?

Each Center Profile has its own unique preferences and settings. The Email tab in the Center Profile
Prefs allows you to set up and format email reminders for appointments. Reminders may be sent to
students, consultants, or both. The reminder message is formatted differently for the students and
consultants. A student can receive a reminder for each appointment that they have scheduled the next
day. A consultant can receive one email that details all of their scheduled appointments for the next
day.
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Additionally, the Trac system has a global setting that controls when email reminders are sent. The
Automated Events tab in the Utilities and Prefs contains the timing settings and activation of the Email
Reminders.

How do | email consultants a reminder of their appointments?

Each Center Profile has its own unique preferences and settings. The Email tab in the Center Profile
Prefs allows you to set up and format email reminders for appointments. Reminders may be sent to
students, consultants, or both. The reminder message is formatted differently for the students and
consultants. A student can receive a reminder for each appointment that they have scheduled the next
day. A consultant can receive one email that details all of their scheduled appointments for the next
day.

Additionally, the Trac system has a global setting that controls when email reminders are sent. The
Automated Events tab in the Utilities and Prefs contains the timing settings and activation of the Email
Reminders.

How do | receive a copy of the emails that are sent to students?

Each Center Profile has its own unique preferences and settings. The Email tab in the Center Profile
Prefs allows you to configure email settings. You can configure a Center email address that will be used
to send email confirmations and reminders to the students. There are checkbox settings to allow this
same email address receive a copy of the appointment confirmations, reminders, and cancellations.

Is there a table that explains the codes used for emails?

http://wiki.go-redrock.com/wiki/Prefs: _Emails

Can | transfer appointments from my Trac system calendar to my Outlook calendar or Google
Calendar?

Yes, iCal attachments can be attached to appointment emails that are sent out by your Trac system,
which can then be accepted into your Outlook, Google, or Apple calendars.

How do Trac appointments integrate with Outlook?

When an appointment is scheduled your Trac application can send a confirmation email. Included in
the email is an iCal attachment. This attachment will display appointments in your Outlook calendar as
meeting invitations.

Can | book my appointments in Outlook?

No, unfortunately the relationship between your Trac System and Outlook is similar to a one way road.
Appointment Reminders and Confirmations within your Trac system can be accepted into your Outlook
calendar through the iCal attachment sent through email. However, this cannot be done from Outlook
to your Trac system.

Why can’t Trac appointments be completely integrated (two way road) with Outlook?

AdvisorTrac allows for appointments to be scheduled between an advisor and a student. These
appointments can be scheduled by the student, advisor, front desk staff, student workers,
administrators, or any number of other users in the system. That means that correct levels of access
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to the schedule needs to be provided to the proper users. There are also many other factors that
affect the scheduling, including rules for scheduling appointments, individual or group appointments,
reasons for appointments, and so on. The AdvisorTrac system has a record of the advisor and a record
of the student and will use scheduling rules and permissions for users to schedule the appointments.
When an appointment is booked in the AdvisorTrac system, the basic information of the appointment
(date, time, duration, student, advisor, reason, etc.) is passed in an iCal attachment to the user’s
Outlook calendar.

Outlook does not enforce rules or include permissions for many users to search and interact with
advisor schedules to book appointments. When an appointment is booked, Outlook has no idea of who
the student is or who the advisor is or if there is a rule that should have prevented the appointment.
Outlook cannot communicate all of the necessary information, provide the level of access, or follow a
basic set of scheduling rules as AdvisorTrac can, so the two systems may not speak directly one with
another.

After booking an Appointment, my Trac system never seems to complete the Save process and
loads for extended periods of time. When | close the window and view the schedule, however, | do
see that the appointment was booked successfully. What issue is occurring here?

This issue commonly occurs when your Mail server settings have either not been set up or have been
modified. The system is attempting to send Appointment confirmation, cancellation, or missed emails
and so the system will continue to load until the task of sending messages has been completed. A
student or Consultant email address may also be incorrect. This issue can with great certainty be
isolated to Email settings.

Visits / Appointments / Availabilities

What is an appointment?

Record that a student reserved a time to meet with a consultant. An appointment may be assigned a
status to identify the outcome of the reserved time.

What is a visit?

Record that a student utilized the services offered at your center(s). Visits may be logged in real time
by asking the student to sign in when they arrive and sign out when they leave or they may be recorded
after the fact.

What is an availability?

An availability is an appointed time that a consultant offers for student appointments or drop-in visits.

What is the difference between a Visit and an Appointment?
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The difference between a Visit and Appointment lies heavily in the link between the two. A Visit may
not necessarily have a corresponding Appointment, and in the same vein, an Appointment may not have
a corresponding Visit. In the case where a student drops in to your Center for a walk-in Visit, this Visit
record will not be linked to an Appointment. Similarly, Appointments that have been either Missed or
Cancelled will not be linked to a Visit record (the student did not show up to your center). Visits and
Appointments both play important roles in the effort of obtaining accurate data. Thus, it is imperative
that the links created between Appointments and Visits are handled properly by the Process and
Workflow of your Centers.

Missed Appointment Automated Event

The Missed Appointment Automated Event is an Automated Process that we recommend running on a
daily/nightly basis. The process simply analyzes Visit Data and either matches Visits to the appropriate
Appointments (Attended), or marks Appointments as Missed. For example, let’s say student Sam Smith
booked an Appointment on Monday from 8 am to 9am. Sam successfully logs into the Center at 8 am
and logs out at 9 am after his session is finished. The Missed Appointment Automated Event runs that
night at 12:00 am midnight, recognizes that Sam had an hour-long Visit from 8am to 9am, and
subsequently links that Visit to the appropriate Appointment. Let’s say on the other hand that Sam
makes it to the Appointment, but somehow forgets to log in and log out. The system in this situation
does not find any visits for Sam, and automatically marks his appointment as Missed.

The Missed Appointment Automated Event has a few parameters that we must define involving
Appointment Tolerance. This preference defines the “grace period” that the Automated Event will use
to determine whether or not the Appointment was Attended or Missed. For instance, if we set the
Appointment Tolerance as 30 minutes, Sam will need to log in at the very earliest 7:30 am for his
Appointment, and at the very latest 9:30 am. If he logs in outside of this time range, the Appointment
will be marked as Missed.

What do | do when a consultant calls in sick? Can | block times from my schedule?

Yes. Blocking times can be done in two ways. First an individual consultant can create an availability
block by creating an availability and then un-checking the "is availability” checkbox in the top right
corner of the availability creation window prior to saving. The second method is creating a block for an
entire center which can only be done by administrators in the Center Profile> Centers tab.

How do | block times that my school/center is closed?

To create a center block you must have admin privileges to the Center Profile. In the Center Profile
you will go to the Centers tab and click on the ID number of the center you would like to create the
block for. Click on the "new" button in the center of the page and enter the details of the block. Note:
if you would like to create a block for all center you will need to choose the Center Profile and check
the box "is Global to all Subcenters?” located above the description field.

How do | move an appointment from one consultant to another?

You can use the Move To function to move appointments from one consultant to another. (See Chapter
10: Appointments, page 31 at the bottom of the page for more details)
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Additional Modules

What is SurveyTrac?

The SurveyTrac add-on module enables surveys to be created and delivered manually or automatically
to users through the Trac 4.0 application. SurveyTrac can be utilized to gather additional feedback
from students, consultants, or any user group. Surveys are fully customizable and there is virtually no
limit to the amount of surveys that you can create, or question/answers that you can design.

Do | need SurveyTrac?

SurveyTrac may not be essential for ALL campus Trac systems, and there are many features already
included in your Trac system that can be utilized for similar purposes that SurveyTrac has to offer.
However, SurveyTrac can certainly optimize data collection and can be used to maximize the quality of
information gained from the use of your Trac system. SurveyTrac can offer the collection of highly
detailed data - information that often may not be able to be collected via normal means. If you would
like more information about SurveyTrac, contact Redrock support at support@go-redrock.com, or
schedule a SurveyTrac demo at www.go-redrock.com -> Technical Support -> Training Request.

How do | survey a group of students?

Surveys can be sent out to groups of students on an individual basis or surveys can be sent out based on
Searches or Lists. Once the correct search has been performed, click List Options > Send Surveys. If you
need more information on Search Options or help narrowing your search to the correct group of
students, see Chapter 19: Tips & Hints.

How do | use SurveyMonkey with my Trac system?

Because SurveyMonkey functions through a Link to a URL address, SurveyMonkey links can be placed in
a variety of locations within your Trac system. Commonly, SurveyMonkey surveys are sent out via email
(with link included) and responses are collected through 3™ party features. To send a group of students
an email or message, first perform a Search for the desired Group of Students, then click on List
Options > Send HTML Note (all in the Student Listing, for more detail see Chapter 8: Students).

What is Whiteboard?

The Whiteboard module provides an online interface with an interactive chat, drawing area, and
documents for your consultants to meet with your students. Whiteboard can provide a virtual classroom
where Tutors, Advisors, and Students can conveniently meet, discuss assighments, go over lectures,
exam reviews, and even grade assignments. With a purchase of the Whiteboard add-on Module, the
Live-Doc feature comes included which allows users to grade Writing Assignments using a “red pen”
with a large list of standard Editing symbols. The Whiteboard module is used by many campuses to
offer yet another convenient option to add to your campus services.

Do | need Whiteboard?

What is SAGE?
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SAGE, or Student Alerts and Group Events, represents the Early Warning Module for Trac systems. SAGE
is typically used for Sl Programs, Retention programs, and even for At-Risk Students. The SAGE Early
Warning module will allow your faculty to submit referrals, progress reports, or evaluations for the
students enrolled in their courses. SAGE allows your Faculty members, Tutors, Advisors, and even
Deans or Counselors to be as proactive as possible in terms of doing their best to help struggling
students.

Do | need SAGE?

Is it safe to assume that we can implement these additional modules at any time?

Yes, all additional modules can be activated at any desired time after installation. If an extended time
period has passed your system may need to be updated in order to activate the latest Text Alerts and
Mobile View modules.

If we have two Trac systems working under one Center Profile installation, can these additional
modules be shared?

Yes, having 2 separate profiles would allow both profiles to share the additional modules. Each profile
in almost all situations would be able to utilize the module in its own way, and comes at a significantly
lower financial cost. That being said, having a separate module for a separate profile may be
advantageous in terms of organization, management, administration, and to avoid confusion in general.

Kiosks / Card Readers / Barcode Scanners
How do | set up a KIOSK?
See Chapter 15: Kiosks.
What types of card readers are compatible with the Trac system?

All card readers are “compatible” with your Trac system as long as they are compatible with your
Operating System.

What happens if our ID cards contain more information than just the Student ID, what changes do
we need to make to our Barcode reader?

If the ID cards contain more information than just the Student ID, then we will need to implement a
barcode script in your Trac system preferences to adjust the scan and exclude certain numbers/digits.
A few things will need to be in place in order to modify the scan:

1. The ID portion of the scanned data needs to be in the Barcode field of your student records

2. Scan a Student ID card into a text editor, such as Notepad, WordPad, or TextEdit

3. Email the scanned data to support@go-redrock.com along with the matching Student ID or
Barcode
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We will use the supplied information to create a script that will modify the scanned data as it checks
for a matching student record. The modified scan data is only checked against the student Barcodes, so
you must have barcodes in your student records to use the scanner/reader. Student barcodes are
typically imported with the student data from your student information system.

Is there a table that explains the codes used for SAGE?
SAGE Referral Fields

Reasons: #Reasons#
#sagerereasons:formatted#
#sagereasons:plain#

Recommendations: #Recommended#
#sagerecommended:formatted#
#sagerecommended:plain#

Subj: #refSubject#

Type: #refType#

Date: #refDate#

Time: #refTime#

Notes: #refNotes#
Additional info: #trefAddlInfo#
FollowupDate: #refFollowUpDate#
Followup by: #trefFollowUpBy#
Processed: #refProcessed#
Precessed Date: #refProcessedDate#
Processed by: #refProcessedBy#
Processed Notes: #refProcessedNotes#

What address is needed for Text Messages to be sent?

In order for a student to sign up to receive text alerts, they log in to AdvisorTrac / TutorTrac and
request an activation code. At that time, your Trac application attempts to connect to our server at
msgtrac.com (63.224.138.163) to receive the code.

Miscellaneous
What is the significance of a Daily Backup?

It is generally good practice to maintain Backups for your Trac system Data to conserve Data in the
case of an emergency (power outage, hard-drive failure). Daily Backups are essential to preserving the
data collected by your Trac system.
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How do we go about implementing a Backup Process?

Navigate to your Utilities and Prefs (TracMan Icon). In your Utilities and Prefs, select the “Automated
Events” Tab. The Automated Event or Process we are looking for is entitled “dataBackup”. The
Automated event “dataBackup” simply copies the 1 major database file (Tutortrac.4dd) and moves
them into a separate folder on your Trac Server. The running of this process is dependent on the
checkbox selection underneath the “Pending” column. If this checkbox is selected, this Backup process
will run at the time that you designate. If we click on the name of the Automated Event “dataBackup”,
we can modify the preferences and set the process to run daily, weekly, or monthly, and we can
specify the exact time that this process will be activated.

Describe the process of Server Migration.

Each Trac system is a self-contained database, so when you’re ready to move to a new server, you can
simply move the Trac folder from the old server to the new server. If the IP address of the new server
is different from the old server, you will then need to contact us to obtain a new Installation code
(support@go-redrock.com).

Describe the processes our campus needs to run when the Semester Term changes to a new
Semester Term Code.

To summarize briefly, you will first need to change your current semester term code. Navigate to your
Utilities & Prefs > Advanced Tab and search for “currentterm”. Once you have located the advanced
preference “CurrentTerm” select it and modify it to reflect your new term code. Then we will need to
run the Import process for both your Students and Courses. Make sure both files are updated and
placed in your Trac system folder, then run the Import Process using the “Import Student Data” Custom
Utility (Utilities & Prefs > Custom Utility). Finally, after your import has been completed, we will need
to activate your courses for each of your subcenters. For more details regarding this process see
Chapter 9 - Sections. Our wiki page regarding Changing Semesters can also be used as reference for this
entire process - http://wiki.go-redrock.com/wiki/Changing_Semesters.

How do | reset a student’s Center Status? How do | reset ALL students’ Center Statuses?
What is the ListServ? How do | gain access to the List Serv?

The ListServ is an online forum that allows customers to discuss general usage of the TutorTrac and
AdvisorTrac systems and view feedback given from representatives from campuses all across the
nation. The ListServ is a great method to expand your network and find resources among other Trac
system users. See “Join the User ListServ”: http://wiki.go-redrock.com/wiki/Support_Resources

Is there a website that details changes made for recent Updates? How do | keep track of the latest
Updates available for our Trac system?

The best way to keep track of recent update releases is to check in to our Wiki 4.0 Recent Changes
webpage. Updates are typically released on a monthly/bi-monthly basis.

http://wiki.go-redrock.com/wiki/4.0_Recent_Changes
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My question about AdvisorTrac is related to the retention of notes. One of my advisors mentioned
to me recently that he noticed that his notes from about a year ago are missing from one of his
students. Does AdvisorTrac clear out notes after a specified amount of time? If so, what is that
timeframe and can it be changed? If not is there another explanation why the notes would be
missing? Perhaps they are archived and stored elsewhere?

The visit records and notes are stored indefinitely. Student Messages are also stored indefinitely. They
will not be removed automatically and can only be removed manually from the database. This can only
happen by a user manually removing records (intentionally or accidentally) or by someone asking
Redrock Support to remove the records for them.

If Redrock was asked to remove the records, it would not have been a single record; rather, it would
have been a block of visits or messages that match the some specific criteria. For example, we would
have removed all visits or messages older than a year, all visits or messages on a specific day, etc...
Trac systems do not remove records automatically.

As I’'m working on Tutortrac, | receive a Connection Reset message frequently. | then refresh the
screen and everything functions properly. However, this happens multiple times within a

day. What does this error mean and how can | prevent these error messages from being sent out so
frequently?

This issue has to do with an update released in October 2012. The update addressed a bug in Firefox
that complicated the way the browser connected to the server. There is an Advanced Preference in
your Utilities & Prefs called “maxwaitdeadconnect” that holds a default preference of 40 ticks
(fractions of a second). This preference basically determines the length of time your system will wait
until an idle request is terminated. If the Connection Reset message is occurring frequently (2-3 times
per session), you can increase the preference from 40 ticks to 60, 80, even 100 or 120 ticks to decrease
the frequency of the Reset error occurring.

How can we change our Semester Start and Semester End times?

To change the semester start and end date go to the Trac Navigation > Tracman Icon > Utilities & Prefs
> System Prefs > on the 2" page, under Campus Information > edit the SemesterEnd and SemesterStart
preferences.
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TroubleShooting

Why does the Trac application quit whenever it is started?

Windows Server 2003 and newer operating systems utilize a software technology called Data Execution
Prevention (DEP) that performs additional checks on memory to help prevent malicious code from
running on a system. The primary benefit of DEP is to help prevent code execution from data pages. Your
Trac system utilizes this memory for some execution of scripts and will need to be set up as an exception
in your Windows DEP settings.

Notification Emails are not being sent to our Tutors. What steps do we need to take to set up
Automated Emails?

There are a few settings that need to be put into place. First your mail server needs to be set up
properly (needs to be SMTP) and second some Center Profile Preferences may need to be modified or
set. The email templates may then be designed and customized per message (confirmation,
cancellation, missed, schedule summary, etc..) and per user type (consultant, student, center). Click
on the question for a link to our Wiki for more details.
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Chapter 19: Tips & Hints

There are typically a few outstanding differences between an experienced Trac system user and a
novice Trac system user. Users who are more familiar with navigation and layout over time develop a
unique relationship to their Trac system, discovering new methods and processes that help streamline
usage. This chapter attempts to bridge the gap between the advanced and novice user by detailing
some helpful tools and techniques that can be utilized in your Trac system.

Searches

The importance of being able to perform both accurate and efficient searches becomes more and more
apparent with consistent use of your Trac system. In terms of records: students, consultants, visits,
appointments, sections, registrations, faculty, resources, etc...searching becomes absolutely essential
not only for quickly locating a group of records, but also for running effective reports, and ultimately
bringing the most potential out of your Trac system.

Trac Navigation Student Searches:

Searches can be conveniently performed directly from the Trac Navigation bar in the top left corner.
For each of the following examples, type the search term into the Trac Navigation bar. After you’ve
entered your search, hover over the search glass and select the appropriate page to perform the
search. For example, if performing a student search, click on the Students menu option after entering
your search term into the Trac Navigation bar. If you are performing a search for Visits, click on the
Visits link, and so on.

If searching for a student, you can either hover over the Search Glass after entering your search term
and select the Students listing, or you can simply click on the appropriate student record that appears
below the Trac Navigation bar to access the Student Record.

Find Student by Name: (last, first)

T [Stwdents
*  smith, sam Visits =
3 el Foy 4 - -
i 3 records found. cs: Registrations
*  smith. sam Q it
- =9 Documents
ROD0076533 sa
Ro0ODC RO0O0000001 :, Faculty
RO00012000 Sam Smith RO00000001

Center Profiles

]
]
T

[ |

ROQDOF6533 SysAdmin Group

RDDDDDDEDI 3 Srnit
Resources

Appointments

]
]
T

Potential Assignments
Grade Groups
Workshops
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396



Find Student by ID #: (ID #)

Trac Navigation:
Q
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Sam Smith

Trac Navigation:
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Find Student by Username or Handle: (username)

Trac Navigation:
Q

*  ssmith

RUUUUUUUU* |‘_rr)

[
%]
.
|
W
g
g

bl e

Stuqﬁnts
Visited

Reqgistrations

Trac Navig

* ssmithl
1 records found.
R000000001 Documents
Faculty
Center Profiles
Resources
Appointments
Potential Assignments|
Grade Groups
Worleshops

Sections

General info | Documents SAGE  Visit Summary  History

ID: ROQOOOD001 Barcode: 1

Smith
Sam
123 Sunny side ofthe St
phoenix . CA B8R274
Email: ssmith@gmail.com
Birthdate: 6/12/1979
Heome Phone: B55-555-56565
Text Msg Addr:
|Hand|e:

Lozt Mame:
First, Middle:
Address:

City, State fip:

ssmith
[T Confirm BIC on next log in

Cla

Maokile Cell Phone: 555-555-55655

Student Entry

=z Scheduls

ACTIVE

[ Receive Other Bulletins

397



Find student by City: (name of city)
[ T Meaviaa't

Students
Visits

*  phoenix
Registrations

Documents
Faculty

Center Profiles
Sy=Admin Group
Resources
Appointments
Fotential Assignments]
Grade Groups
Waorkshops

Sections

Last Name: Smith
First, Middle: Sam
Address: 123 Sunny side ofthe St
| City. state Zip: Phoenix | cA 85274
Email:
Birthdate: 6/12/1979
Home Phone: 555-555-5555
Text Msg Addr:
Handle: ssmith
[ Confirm BIO on next log in

Mobile Cell Phone: 555-555-5555

:[[ Receive Other Bulletins

Created: 4/21/2004 )

Student Photo

* | phoenix Q I
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= D Name Last Date In status
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Ronnuiﬁum Imith, fam w 2233013 ACTIVE
Student Enfry %]
Generalinfo | Documents SAGE  Visit Summary  History  Class Schedule
= -7
O RODO0O000T Barcode: 1 ACTIVE Sequence: 23343
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Trac Navigation Visit Searches:

Searches can be conveniently performed directly from the Trac Navigation bar in the top left corner.
For each of the following examples, type the search term into the Trac Navigation bar. After you’ve
entered your search, hover over the search glass and select Visits. If you are already in the Visits
Listing, you can simply hit Enter or Return to perform your search.

Find Visits by Student Name: (Student name)

Students
+ | Smith, Sam | Visits
W0 0 visits for you & O visits for fi Redi_fations
Docurnents
Faculty

Center Profiles
Sysadmin Group
Resources
Appointments
Potential A=signments
Grade Groups
Waorlkshops

Sections

Find Visits by Date Range: (00/00/00...00/00/00)
Enter 2 date ranges separated by an ellipsis (...) to quickly search for Visits in ALL centers that occurred
between these two dates.

Students
|‘u’isits.

REgiS@inns

Documents

Faculty

v 01/0113..0515/13
[

Center Profiles
Sysfdmin Group
Reszources
Appointments
Potential Assignments
Grade Groups
Worlshops
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Find Visits by Predefined Date Range:
Options to choose from:

e Today e This 16" - 31
e Yesterday o Last Week
e Tomorrow e Last Month
e This Week e This Semester
e This Month e Last Semester
e This 1%-15™ o Next Week

T lastweek Students

'] Visits .;ﬂ‘"r]

Reqistrations

Crocuments

Faculty

Center Profiles
SysAdmin Group
Resources
Appointments
Potential Assignments
Grade Groups

Warlshops

Sections

Find Visits by Center: (ctr=Learning Center®@)

To find visits by center through the Trac Navigation Bar, type in the term “ctr=" followed by the name
of your Center. For example, for our Demo Learning Center, we entered “ctr=Demo Learning Center”,
as shown through the following screenshot.

400



Students

* ' ctr=Demo Learning c| visits

0l O visits for you & 0 visits for fi Regis@nns
Documents
Faculty
Center Profiles
Sysadmin Group
Resources
Appointments
Potential Assignments
Grade Groups
Worlkshops

Sections

401




Search Options

There are several highly useful symbols that can make searches a bit more sophisticated. Keep in mind
that these characters can be used in virtually every area within your Trac system, and may not be
limited to searches.

Standard Search Options

@ is the Wildcard

= is equal to

# is not equal to

> is greater than

>= is greater than or equal to
< is less than

<= is less than or equal to

is a range of values, for example 1...100 is a range of all numbers from
1 to 100

; is used between multiple REQUIRED phrases

Other visit field search options

rsn= for a specific Reason
cons= for a specific Consultant
sect= for a specific Section
ctr= for a specific Center

The Wildcard: @ symbol

The @ symbol is considered to be the “wildcard” character within the Trac system, meaning this
symbol will be inclusive, depending on where the @ symbol is located.

For example, searching with the term “ENG®@” will match any courses that begin with “ENG”:
ENG101, ENG 201, ENG 301-01A, ENG 501-05B, etc...

Basically, this search will find any English course.

402



Searching with the term “@101” will match any courses that end in 101 (keep in mind if section
numbers - i.e. ENG 301-01A - this search will not return with any results):

ENG101, MAT101, COM101, MUS101, SPAN101, etc...

If you are trying to locate all “101” courses and courses include section numbers, search for the term
“@101@” to locate courses that contain “101” in any section of the title.

As another example, searching for a student with a name of “@Sam®” will proceed to locate student
records that contain the term “Sam” anywhere within the name field. These nhames might show in the
results:

Sam, Samuel, Samantha, Sample, Samir, etc...
As a final example, searching for the term “j@son” will return with results:

Jackson, Johnson, Jason, Json, etc..

Equal To: = symbol

The equal to symbol is useful for many searches. Typically the Equal to symbol is used to find records
with a Blank field. For example, if we are attempting to find all visits at a particular center with NO
reason listed in the visit record, we can perform the following search.

First go to your Visit Listing by hovering your mouse over the Search Glass and selecting Visits.

Students
Visits .
Registratin:nns.@

00 0 visits for you & 0 visits for first ave

Cocuments

< Faculty

Center Profiles

In the Visits Listing, select List Options > Search.

u/

List Options~ Reports~
Mew Visit...

List all

| Search

I-L-I
Power Sk_jch
Power Search Favorites...»

Batch Entry...

View these Students...
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In the Visits Search window that appears, we can enter the relevant criteria for our search. If we
wanted to find visits within a date range, we could for example, enter into the Date field:

1/1/2013..5/15/2013

“_9

In the Reason field, simply enter the Equal to character:

This will proceed to find all Visits with a Reason = or “Equal to” a blank field, or in other words, NO
reason. This will also be functional for the Consultant field (if you are searching for visits with no
Assigned Consultants), Center, or Subject.

Visits Search % |

Enter the wisit search crtena and click Search:
You may use @ as the wildcard character.

ID:
Student Mame (last, first):
[Date]1/1/2013.5/1
Total Time: [minutes)
Center
Subject:
[Reosor]-
l= Work: -

Consultant (last, first):

Search
e—

Let’s say for example that you are searching for Visits with a specific Reason. In this case, we will not
need to enter the “=” symbol, as it is already implied through the search. Instead, we will simply enter
the name of the Reason. For this next example, the reason we will be looking for is “General Advising”.

Make sure that you type the reason exactly as it is defined, or if you are unsure, simply add the “®@”
wildcard symbol at the end of your search term for added flexibility. For example, if your exact reason
title is “General Advising”, entering “General@” will return results for the General Advising Reason.
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Visits Search %

Enter the wisit search cnfena and chck Search:
You may use @ as the wildcard choracter.

IC:
Student Mame (last, first):
Date:
Total Time: [minutes]

Center:
Subject:

Reoson: General Advising

ls Work: -

Consultant [last, first):

Search |

NOT Equal To: # symbol

To continue with the previous example, let’s say we wanted to find Visits made to our Demo Advising
Center for the month of January for ANY reason that is NOT General Advising. Here we will utilize the
Not Equal to symbol: #.

Visits Search %]

Enter the wisit search catena and click Search:
You may use @ as the wildocard chaoracter.

D
Student Mame (last, first):

[Dsie]1/113.2111

Total Time: [minutes]
Demo Advising Center
Subject:
#General Advising
ls Work: -

Consultant [last, first):

Search |

The system then returns with Visits made to the Demo Advising Center that were classified with ANY
other reason than “General Advising”.

351380 ROODO0DCOT  Sith, Sam ama |a0aEm 1024am 1936 | DTS AdvENG PARA Advisor, Demo
Center [54] Applications
Demo Advisi

251412 ROODOOCOT  Smith, Sam 11472012 |z47PM 432PM 075 e Change Major | Doe, Jane
Center [56]

. . - Demo Advising FAFSA
351305 ROOD0DTI33  Shidey, S 171172013 |5134M  ss3AM 075
= ey sandra S y - Center [54] Applications

Demo Advisi

251412 ROODODOCOT  Smith, Sam 114720012 |322PM  407FM 075 e Change Major | Doe, Jane
Center [56]

351300 ROOD0D00O1  Smith, Sam 1172013 | 1038 AM 1123 AM 075 gz‘mzr’\['::]'smg Change Major | Doe, Jane
Demo Advisi

351411 ROODOOO0OT  Smiith, Sam 1420012 |316PM 401PM 075 e Change Majer | Doe, Jane

Center [54]
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One of the most useful searches that utilizes the Not Equal to # symbol involves setting a field # NOT
EQUAL to blank. For example, if you want to find all Visits that HAVE a subject assigned to the record,
we can simply enter a “#” symbol in the Subject field for a Visit search.

Visits Search

Enter the wisit search cnterna and click Search:
You may use @ as the wildcard choraocter.

ID:
Student Mame (last, first):
Date:
Total Time: [minutes)
Center
Subject|#

Reoszon:

l= Work: -

Consultant [last, first):

Search |

X

Performing this search will proceed to find all Visit records that have been assigned a subject.

List Options*  Reports~ 31558 of 72109 vists faund drage 1 of153 P
Seq Student ID Name Date In Time In Time Out  Hrs Center Subj Reason Consuttant
. ) . | mamizg o ) )
152130 R000000015  Anderson, Lindzay 3/17/2011 403PM 443PM 075 Math Adviing [55] [ o0 Change Major  Srith, Jon
- Demao Learning MATH13% 801 - .
152515 ROO0000130 ook, Deb M B15AM 321 AM 010 EST Bigure, Texas
o5 i = Canter [45] 20112 igune, e
Demo Learming MATH135 401
152516 ROOODOD133  Carter, Nathan B B15AM S20AM 008 CE:'_Z_ [:;]r = '201 i General Tutoring Fitzginbon, Tim
. - i ) Deme Leorming MATHZZ1 $00LS
152517 RO00000135  Wright, K ANFI201T 916 AM F:44 AM D46
s = e e - ° Canter [45] 20112
152518 RE6FE37728  Smith, Amy Kathieen £19/2011 937 AM 11:32AM 15 (‘::TZL;C;]'— " 20‘1’?;@ 10205 | o onerai Tutoring Avelanc, Frank

Separation: , semicolon symbol

When searching any Listing pages, you can use the semi-colon to utilize different fields in the search.

If, for example, you wanted to search for all students named Sam who live in Phoenix, type the
following term in your Trac Navigation bar: “Sam; Phoenix”. After you’ve typed this, hover your mouse

over the search glass and select Students.
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| Students

*  Sam; Phoenix Visits

W O visits for you & O visits for firs pegistrations
Crocuments
Faculty
Center Profiles
Syshdmin Group
Resources
Appointments
Fotential Assignments|
Grade Groups
Warkshops

Sections

For example to find everyone named Sam visiting the center called Demo Learning Center from
1/1/2013 to 2/1/13, type: Sam; 1/1/2013...2/1/2013; ctr=Demo Learning Center, then hover your
cursor over the Search Glass and select Visits.

Students

* L Sam; 112013217201 ‘u'isints
il 0 visits for you & 0 visits for first ave R@ratims

Documents

nFEICIJ't'y" |
Center Profiles
Sy=admin Group
Resources
Appointments
Potential Assignments
Grade Groups
Waorleshops

Sections
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Greater than and Less than: 2 and < symbols

For this example, we want to run a search for Visits in which the duration of visit is less than 30
minutes. The date range was entered to search Last Week, the time range is less than or equal to
30 minutes and for the reason “home@”. This search will list all the students that had a visit
since last week for less than 30 minutes and for homework as the reason.

Standard Search: Date Last Week Total Time <=30 Reason Home@

Visits Search
Enfarthe visil sagich <nlena and ¢hek Search:
Youmay vie @ o the wildeard chorectar
| |
Student Name (last, firzl):|

TotelTime: <30 |minvies)

Center|
Subject:|

Reason| Home@
it Yok | v

Corsuliant (last, firzh):

" ——
| search

@ visits Listing

Lisk Optianes Fipigrts = 22 od TEUT v doaenal A pogd
s Shadent I Rome Date o Tieme Iy Tiemee Ol (2] Cenk Sl Rppnan

Berna Loamng

IBETAT 14 oo, Arkah A SrErEm TEAFMa DRI PR [ F anter k5] BARTHEERF 601 20012 Hormmwioet

AERTAE 147 Cooakis, Karrksarly E EEEFION T8 Fih TITFM (e l:unr'ﬂrl'-i-ﬁj 2 EHGZON 23 TDNEZ  Howrdewiost
Deris Ladring ACCTO10R 200

: o o i .

LEAFESD 141 rnitn, Tass il Sfarson PSS T £ Y T R Canter 15] i Har gt

Parna Larang ACCTEI0E 200
¥ & 4 2 1:64 B 4P
PREFEL 141 Srretiy, Taeks i SRR B AR [k Cansar (4] 0118 Heoeretwarcec
LELFER 147 Cewrbsy, Krbsady | SAEINT NME R PITRM Gag  Lohe Leeing  ARCTCIOR20D Hemavesa

Canfer (5] e
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Bar or Pipe: | symbol

Power search for Math sections but only want 3 of 10.

Power Search

The Power Search has different fields for students and the option to add the students on a list. To
locate the option go to the Student Listing then click on List Option and select Power Search. The
Power Search displays different fields and the option to add more by clicking the Add Line link. An
example is having the first field selected for GPA, the greater than or equal to 3.0 GPA and the next
line is for Grade, A through C have been entered. These fields are looking for all students with a GPA
3.0 or higher and grades C or better.

Standard Search: GPA >=3.0 and Grade A...C

Student Power Search

New Segech;

© cpa [>=3.0
@ Grade !A...C 4

O add line...

O naw dause.,,

Save search crilena 1o list named: | (... )| Dynamic v
2] students Listing

List Optians = Roeportss ol EETEE shooents dered 4 Foge | ai1l
e 1+ tiztra Lenik Gt b iaab Legped
b 1aa e, Tornar H SrEEaen ACTIE
Pl L3 A el ALTIVE
'_'"' % Harich, Jarndor Lynn [Tyl BsivE

4 rage L o1l

For more information on the Power Search, contact RedRock support for details (support@go-
redrock.com)
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Utility Search

Find Duplicates

The Find Duplicates Tab will allow you to find records that have the same value in a particular field.
Choose a field, for example the Last Names and click Find Duplicates. This will list all the student with
the same last name in alphabetical order.

Search Utilities

Soarch wliities Glow you to perform spaciclizad secichas on the data

Thore are 88 Studont recordt for proceting,
frd Doptcates Ay \odve Al by Re

Find DupEcates &
Thit o nel @ dastivglove sparation
find Duplicate: will allow you to find records that have the same vaolue in a pardicular field. Chosse a
field, and ¢hick Fimd Dupliceles
The Hida Fird oplion allows the syslem to daplay only the dupliceled records, not the onginals.
Freld:| Saguance v! [._.)E:de firz) duplicated cacord (thow &nly the dupaes)
Saquonce ~
lu] -
Other IO HidOwlicles .| =
First Name
Birhdate
Srreet
@ students Listing
List Optionsv Roports» 55 0f SETAT shdonk Souend droge 3 0120
g o tiame Lost Oake In $sans togoed
Reforval | ‘: 353770239 Aporca, Merry Antonio 1rzera0g ACTIVE
$2 567655638  Abarce, Loura 4/12/2011 ACTIVE
: ¥ B, Manses 1142017 ACTIVE
Raferal ) 1 311 Ao, Wana Tast 4472001 ACTIVE
Roforval §0 414476174 Al Sorstra L. 3{20/2011 ACTIVE
Referval | | T 007004347  Aoal. Coutney L. 41512011 ACTIVE
Roforal | s Ancienon, Urdsay 262001 ACTIVE
Raforeal ) (1§ 1122 fnddorion, Fchard 41242004 ACTIVE

Find by Value

The Search Utilities will benefit when there is an external list of student and the Find by Value Tab can
add those student by copy and paste or entered manually. For example in the Find by Value tab the
field is ID and in the Value are three ID in each line with no space. This search will list the three ID in
the Student Listing.
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Search Utilities

Saarch wlililies allaw vau 16 parfenm specialized searches an he Gala

Thare are 38737 Stedant rasardt for grecasting.
Firvd Dupeaalas | B by Wiotoe Fisd oy Rl

Find by Yolue s
Thiz & nof a destrocive apearation,

Fimd by walwe will allow yow bo find records that havs awalves ina partiowlar field. Choose a field, and
then enter the valves yor are searching for.

|2323

|z324

g |B325
Fial IO S| elues |

| Flrid by Walse
e

@ students lListing

List Options Reportss Z 0f 3T L0 skoclents found

?h ¥ Hams Last Dabe In
[ P Ferrral "laaza Doe, Jane A& 2011
[ Referral W z3za R, My OOF00/03
[Rofereal | 1) 2 2225 Witk Donie! O0Y00 0

Find by File

The Find by File Tab will allow you to find records that have matching values listed in a file. Choose a
field for this example ID was selected, the text file that was added was a Text Pad Document, and click
Find by File. The file must contain a list of values separated by a carriage return (cr) or a carriage
return & line feed (crlf) combination saved as ASCII text.

Search Utilities = TextPad - C:\Documents

Soarsh olfilies aldw vew ke parform spacicload seasha: on tha dala Fle Edt  Search Wiew T
Thare are 38 Studand records for pracesing, : M B g & a
Al fupicaber e oy Wkt Iod By Die
Fine by File: Fed : - K L
Thit 2 foel o detbio oo apaaticn, student test'PM
Find by File will allow wou fo find records thal hawe volves that malchvalves litedin afile. Choose o 2323
field, chaate a bewd ile, ond 2hck Find by File 2324
The file v b sondain a lisk of waly t:. :*'p-:ml ad by a comaas redem (o oracamiage eeburn & lins fosd 2325
foelf] coambination coved an ASCH 141
: . 142
Firld | Sequence - Frecas File: | Browse._ 143
~ 144
[x] 145
Ot 1D [ Firted Ery File 144
Firgl Mame i 147
Last beme 143
Binhdate 149
Shael
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students Listing

List Options v Reports v 12 0138747 shudents found

23 Heme last Dete v
§1as Aer, Tarnar ¥ siziz0N
142 bisiga, Rachel N 51242011
T2 548 browcticrd, Asiah A &2ziz0n
T 149 Browm, Sorah K 81202011
T 1a7 Connios, Kinisady & srzzont
2 1a3 Daor, Tareha N 5252011
%2323 Doa. Jana 4nsiz011
$rass Hess, 2tinay A _sizizon)
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Chapter 20: SAGE

SAGE, or Student Alerts and Group Events, is an additional module available for your Trac system and

may be added to your Trac 4.0 system to add new features and enhance the capabilities of your
system. The SAGE Early Warning module allows your faculty to submit referrals, progress reports, or
evaluations for the students in their courses. SAGE has become an integral tool for many campuses

typically in regards to retention programs, SI programs, and even as an Early Alert system for At-risk

students.

Creating SAGE Referrals

SAGE Referral Types

Tutoring Referral

Early Alert

Academic Referral

SAGE Referral Management

SAGE Events

m

} General course concepts Specific course concepts (to assist our tutors, please use the
notes field abowe) Study skills/strategies Test preparation Homewaork review Help with a
specific assignment (to assist our tutors, please use the notes field abowve) Writing
Assistance Reading Skills Math Assistance Other - 3ee Notes

[All student records of Long Beach City C

provisions

z:} Financial Aid Counseling
ing {Misabled Students

earming LEat

Programs & Services] L

Yatatalyyly st cdaticns [Support Programs)

sachers Achieving B ts s A

Exparance LAIL [Leo
Records $tudent Health Services Child Development Centers Women's and Men's
Resource Center O her: Uze Notes for vour explornation
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Locating SAGE Management

Once the SAGE Module has been activated on the Trac 4.0 System you can access the SAGE
Management Tools from the Trac Navigation box by clicking on the Trackman lcon and selecting
“SAGE Management...”

Creating a new SAGE Referral

Select the “SAGE Referral Types” tab in the SAGE Referral Management window. This will display
a list of all existing SAGE Referral Types. To create a new SAGE Referral Type, click the Create
New button, located in the upper left hand corner of this window. This will open a blank SAGE
Referral Type form.

e Assigning a Referral Type

Assign the Name of your Referral in the Type field of the SAGE Entry form. The Type will be the
title of your referral and will be how your Referral will be referenced by users and in reports.

SAGE Referral Management

SAGE Referral Types | SAGE Events

General Infe | Automated Emails /
Type: SAGE Sample Referral
Active Emails In Test Mode , 5end To:

Reasons: Recommendations:

e Active Checkbox

The Active checkbox sets the referral as active and available in the system. It must be checked if
the referral is to be available. When Unchecked, the Referral is no longer an option for your
users. However, even while inactive users will still be able to search for referrals of this Type.
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SAGE Referral Mc

SAGE Referral Types | SAGE Events
General Info | Autornated Emails i
Type: SAGE Sa eferral
[ active [C] Emails In Test Mode ,Send To:

Feasons: =g

e Emails in Test mode

When setting up your SAGE referral Type you may want to test emails that you have created. By
checking the “Emails in Test Mode box” and entering an email address you can safely test your
Referral Type without actually sending emails to the designated recipients. Rather the email
specified in Send To: will receive a copy of all your emails. When you are ready to put your SAGE
Referral Type into production uncheck the “Emails in Test Mode” box to allow SAGE to send to the
correct recipients.

SAGE Refemral Management

SAGE Referral Types | SAGE Events

General Info | Automated Emails

Type: SAGE Sample Referral
Active Emailz In Test Made , Send To: me@school.edu

Feosons: Recommendations:

o Entering Reasons

The Reasons Entry box allows users to enter Reasons that this particular Referral Type might be
generate for a Student. Each Reason will be represents by a checkbox that the end User will be
able to check if they apply to the student in question. Reasons are not required in a Referral.
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SAGE Refermral Manage

SAGE Referral Types | SAGE Events

General Info | Automated Emails

Type: SAGE Sample Referral ”
V] pctive Emailz In Test Made , Send J@®me@school.edu

Feasons: Recomme
In Danger of Failing

Poor Attendance

Poor Attitude

Does not turn in Homework

Low Test Scores

e Entering Recommendations

The Recommendations entry box allows users create recommendations for a particular Referral
Type. Each Recommendation will be represented by a Check box. These Recommendations can
then be selected by the end User filling out a SAGE referral for the student in question.
Recommendations are not required in a Referral.

SAGE Referral Types | SAGE Events

General Info | Automated Emails

Type: SAGE Sample Referral
V] Active Emailz In Test Mode , Send To: mel@school.edu

Feasons: Recommendations:

In Danger of Failing Go to the Tutoring Center
Poor Attendance See Assigned Advisor

Poor Attitude Apply to S5CAR Center

Does not turn in Homework
Low Test Scores
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e Creating Custom Questions

Clicking Custom Questions allow you to create a question in your SAGE Referral Type. This will
provide the end user a Fill-in box for each question added.

To create a Custom Question click Add New

SAGE Referral Types | SAGE Events

General Info | Automated Emails

Type: SAGE Sample Referral
Acfive Emails In Test Mode , Send To: me@school.edu

Reasons:
In Danger of Failing

Recommendations:
Go to the Tutoring Center
Poor Attendance See Assigned Rdvisor

Poor Attitude pply to SCAR Center
Does not turn in Homework
Low Test Scores

Custom guestions (€lick to edit]:
Potential email recipients [click to edit):

Other Instructions:

You will then have and entry box with three fields.

o Question: Type your Question here

o Code: The Code will serve as a Tag to that you can reference this question
and its answer in custom SAGE emails. The Code can be any designation
such as “Question1”, “q1”, etc.

o Type:
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SAGE Referral Types | SAGE Events

General Info | Automated Emails

Type: SAGE Sample Referral
Active Emails In Test Mode , Send To: me@school.edu

Reasons: Recommendations:

In Danger of Failing Go to the Tutoring Center
Poor Attendance See Assigned Advisor

Foor Attitude

Apply to SCAR Center
Does not turn in Homework

Low Test Scores

m

Guesfion: Vhat is the Student's EOA Grade? "‘j
Code: EOA]

Type:

Other Instructions:

¢ Adding Potential Email Recipients

Potential Email recipients allows the User to define who will be receiving SAGE alert emails. If an

end user needs to receive an email of the SAGE referral a Potential Recipient Email will needed to
be added. To add a Recipient click the Add New button

SAGE Referral Types | SAGE Events

General Info | Automated Emails

Type: SAGE Sample Referral
Acfive Emails In Test Mode , Send To: me@school edu

Regsons: Recommendations:

In Danger of Failing Go to the Tutoring Center
Poor Attendance See Assigned Advisor

Poor Actitude

Apply to SCAR Center
Does not turn in Homework

Low Test Scores

m

Customn questions [click to &
Potential emcy

apients [chck to edit):

Other Instructions:

Save | Delete |

Name field: Enter the name of the email recipient

Email Field: Enter the email of the recipient. This can be an email address such as

“name®@school.edu” or a Tag that refers to an email elsewhere in the Trac program, i.e.
#studentEmail#.
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SAGE Refemral Management

SAGE Referral Types | SAGE Events

‘General Info | Automated Emails

Type: SAGE Sample Referral

Active Emcils In Test Mode , Send Te: me@school.edu

Reasons:

In Danger of Failing
Poor Attendance

Poor Attitude

Does not turn in Homework
Low Test Scores

Recommendations:

Go to the Tutoring Center
See RAssigned Rdvisor
Zpply to SCAR Center

m

Custom questions [click fo edit]:

Mome: Student I"'j
Email: #studentEmail¥

Save | Delete |

There are also some custom Tags that can be entered in the Email field as well.

#prompt#: Will display a email entry box on the referral form. Entering an email here can send the
recipient one or more custom email messages.

#FacEmail#: This will email a copy of the referral to the Faculty member who creates the referral.

This option only works if your Referral type is created by Faculty. If other types of users create a
Referral the Faculty will not receive an email.

e Adding Other Instructions.

Other Instructions can be added in as additional text or serve as notes or instructions on how this
Referral Type is to be used.
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SAGE Referral Management

SAGE Referral Types | SAGE Events

General Info | Automated Emails

Type: SAGE Sample Referral
Active [¥] Emails In Test Modls . Send To: me@school.edu
Reasons:

Recommendations:
In Danger of Failing
Poor Attendance

Go to the Tutoring Center
Poor Attitude

Ses Assigned Rdvisor
Apply to SCAR Center
Doss not turn in Homework

Low Test Scores

m

Custom qusstions [click 1o =dit]:

Potential email recipients (click to edit):

Other Instructions:

This Referral Type is for Faculty use

Save

Delete

Saving your Referral Type

Click SAVE to save any changes to your Referral.

Custom guestions [click to edit}:

Potential email recipients [click to edit):

Cther Instructions:

This Referral Type is for Facult

Delete

Automated Emails

AGE Referral Manageme

SAGE Referral Types |SAGE Events /

General Info | Automated Emails

Type: SAGE Sample Referral
Active [¥] Emails In Test Mode , Send To: me@school.edu

Reasons

Recommendations:
In Danger of Failing
Poor Attendance

Go to the Tutoring Center
Poor Attitude

See Assigned Advisor
Apply to SCAR Center
Does not turn in Homework

Low Test Scores
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The Automated Emails tab allows you to create custom emails that can be sent to one or more of
your Potential Email Recipients. This feature allows you to create multiple email tpes that can be
customized by selections made in the Referral, properties of the Students themselves or other
triggers.

Common examples might be a custom email that is sent to the student when a Referral is created
for them. Faculty or Trac Users might also receive different versions of the same email or entirely
different emails.

Creating a basic email

We will walk through creating a Custom email to be sent to the student when the referral is
created.

Click Create new email...

SAGE Referral Management
E Types

This will open a dialog box to enter the Subject of this email. Enter a email subject and click OK.

Please enter the subject for the email:
Student SAGE Refferal Notice |

oK ][ Cancel ]

This will create the email form that the user can then customize.
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SAGE Referral Types | SAGE Events

Generol Info | Avtomated Emails

Email Subject: Email il
Student SAGE Refferal Notice To: UI]
Triggers:

On Created

[Con Followed Up
On Processed

Dear #student#,
This is a sample email.
-Center Staff

Add Email Recipients: Click the + to add one or more email recipients. The List of Recipients will
contain all of your Potential Email Recipients that were created on the “General Info” tab. Select
the Recipients

SAGE Refemral Management

SAGE Referral Types | SAGE Events

General Info | Avtomated Emails
/ .

Email Subject: Email - — u}]
Student SAGE Refferal Notice To:'| Additional Recipient
T Faculty Membgr
riggers:
Cn Created EILiETE

On Followed Up
On Processed

Dear #student#,

This is @ sample email.
-Center Staff

Triggers: This will govern when the email is sent. You have three options.

SAGE Referral Types | SAGE Events

General Info | Avtormated Emails

Email

Email Subject:
To:

Student SAGE

Triggers:
On Created

[Con Eollowed Up
On Processed

al Notice

Dear #student#,
Thiz is a sample email.
-Center Staff

e On Created: This email will be send when the SAGE Referral is initially
created(saved).
¢ On Followed Up: This email will be sent when a Followed Up name is entered and

the SAGE Referral is saved.
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e On Processed: This email will be sent when the Processed checkbox is checked and
the SAGE referral is saved.

Editing the Text Block

To Edit the Text box click on the Edit icon in the top right hand corner of the Text box.

SAGE Refemral Management

SAGE Referral Types | SAGE Events

Generclinfo  Avtomated Emails

Email Subject: Email
Student SAGE Refferal Notice To

8

Triggers:

[¥IOn Created

[on Fellowed Up
IOn Processed

Dear #student#,

This is @ sample email.
~Center Staff

The Text box contains the text of your email message. In addition to text you can also include
tags that can populate information that is contained in TutorTrac.

SAGE Referral Types | SAGE Events

General Info | Automated Emails

Conditions: d
Mo conditions, always include the following text
Dear #student#,

This Referral has been created because of one or more of the following
Reasons.

#Reasons#

And your Faculty member has recommended the following course of action.

#Recommended$

—Center Staff

Below is a list of Tags that are currently available in SAGE

Student Fields

Student ID:  #ID#

Student Name #name#
Student First Name #first#
Student Last name #last#
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Student Email: #StudentEmail#
Student Custom 1: #Field1#
Phone #phone#

Date #date#

Time #time#

SAGE Referral Fields

Reasons:

#Reasons#
#sagerereasons:formatted#
#sagereasons:plain#

Recommendations:

#Recommended#
#sagerecommended:formatted#
#sagerecommended:plain#

Subj: #refSubject#

Type: #refType#

Date: #refDate#

Time: #refTime#

Notes: #refNotes#

Additional info: #refAddlinfo#
FollowupDate: #refFollowUpDate#
Followup by: #refFollowUpBy#
Processed: #refProcessed#
Precessed Date: #refProcessedDate#
Processed by: #refProcessedBy#
Processed Notes: #refProcessedNotes#

SAGE Custom Questions
#refQuest:code# (NOTE: Code should equal the Custom Question’s Code Field)

This tag will display the result to a Custom Question. The specific Question’s Code should be
entered after the refQuest:

SAGE Custom Tag Script
#prefValue:customTagScript# This Tag requires customization by Redrock Software.

Conditional Text Blocks

A Text block can also be conditional, only appearing in the email if a certain criteria is met, such
as a particular Reason or Recommendation is checked.
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Click on the “+” sign

SAGE Referral Types | SAGE Events

General Info | Automated Emails
Conditions: I._j
Mo conditions, always include the following fext: -

This Text block will ke included if the stu as Recommended to go to the
Tutering Center.

¥You have been recommended to go to the Tutoring Center.

Please call
555-555-5555 or log into WwwW.tutortrac.com and book an appointment today.

Click Reason to view the dropdown of choices
SAGE Referral Types | SAGE Events

General Info | Avtomated Emails

Conditions:

Ne cor Lj
This Add a new set of condjjfisfor the condifion text: cthe
THEOT 14 set of cond frusif Every + condition is met:
vou t  Reason is | ©
555-¢
Save | Cancel |
Select the Condition for this text box.
SAGE Referral Management
SAGE Referral Types | SAGE Events

General Info | Automated Emails

Conditions:
No cor

This Add a new set of conditions for the condition &
Tutol

This set of conditions is frue if Every rdition is met:

vou t  Reason|[ Reason °
555-8 Recommendation
Field
M eo— | On List e )
Save Cancel
! Question l_,—,l
Other

Options include

Reason: From the SAGE Reasons checkbox field

Recommendation: From the SAGE Recommendations checkbox field
Field: A data field in the student record.

On List: If the Student is on a Student List

Question: Response from a Custom Question

Other: Customized by Redrock
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Once you have selected the Condition you can set the value
SAGE Referral Types

SAGE Events

General Info | Avtomated Emails

Conditions:
MNo cor

This Add a new set of conditions for the condition
TUutol  1hi set of conditions is rue if Every

1on is met:
You @ Reason | is | Tutoring| e
555-I
Save | Cancel |

Once the Condition (or conditions) are set the specified text block will only appear in the SAGE
email is the Condition is met, otherwise the Text block will not be included in the email.
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