St. Norbert Tutor Database System
- Tutor’s Website
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Agenda
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e Overview

e Registering & Logging In

e Accessing & Updating Your Information
e Further Help



Overview
]

e Purpose
— Assist the office in making quicker, more efficient connections

— Allow tutors to update their information over the course of the
semester

e Advantages
— Similarities to previous system
— Tutors can update information from any computer



System Layout
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Registering & Logging In

e Make sure you are entered into
the system with the office

e Open web browser and go to:
compsci.snc.edu/tutor

e Enter your last name and ID
number to log in — make sure you
have entered them as you have
given them to the office

e If you have problems logging in,
please contact the office to check
your name and ID




Initial Home Screen
]

e The initial screen will display the
date of your most recent update _ Tutor Database S\/»[ e
to the System e Profile Courses Groups Schedule Connections Progress Logout

e You may return to this screen at
any time by clicking on the

‘Home’ tab on the top / em———— A
e You will also be alerted to any + htor Web Walliongh i Povstoo

S p e C | a| | n Stru Ctl O n S O r Follow the navigation bars on the top of the page to your personalized information areas...
announcements at this screen




Accessing & Updating Your Information
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e Access your information at any T EET—— P
Futer D ase System

time by clicking on the navigation HoRERT S

tabs at the top of the screen—
e You are responsible for editing ;7720

Last Name: Admin Suite Number: 1393 Hours to work per week:

S Schedule Connections Progress Logout .

your information in the Profile, Fise osiee (B8 mbi amleptrra v b

First Name: Ryan

Cell Phone: Number of semesters tutored: 0
Courses, Groups, and Schedule — cres=-= e weus
! ! Major: Computer Science City:  DePere
ta b S Minor:  Business State: Wi
Advisor: Dr. Pankratz .

e Your current data wil be s e
displayed; click on ‘Update’ to s R
save your changes >




Viewing & Editing Courses

e To add a course, select | ‘S‘\/”?s{f@’iﬁ?‘l
Discipline and click ‘Select nliagi st kil
Discipline,” select Course and
click ‘Select Course,” select
Professor(s), verify Course
Name, and click ‘Add Course.’

e To delete a course, select the
course you want to delete in
drop-down box and click
‘Delete Course.’

e Current Courses are shown
below these options.

Select Discipline: AMER ~

CSCI 460 - Capstone

CSCI 460
ICOME 322 Business + Professnl Speaking \Hutchi.nson, K \Hutchi.nson, K |o
ICSCI 330 Database Techniques/Modeling+L ‘Blahni.k, J. ‘Blahnik, J. |0




Requesting a New Course
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e At the bottom of the Course
page, there is a form for you to
request a class be added.

e Fill in all the fields on the form
and click ‘Send Request.’

e |f the form was sent correctly, ——
you will see a page thanking you Course Name:
for your inquiry and a button to e ——
return you to the previous page.

e This form is sent to the Academic
Support Service's Office notifying
them that you want this class to
be added. When they receive it,
they will add the class to the
database and to your class list.

Fill out this form to request a class be added to the list above.

Other Professor:

Send Request



Viewing & Editing Groups

e To delete a group, clear the
information in each textbox of the

Current Group Session table, ~ \5

then click ‘Update Groups.’ ;

e To add a course, fill in the _ﬁ_—g‘—_ﬁi_
information in each textbox of the
second table, then click ‘UW
Groups.’




Viewing & Editing Schedule
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e To add time slots that you are
available, click on the beginning
of that time slot and drag to the
end of it. ot sttt I by

e To delete time slots, simply click
and drag back over the selected
time slots.

e Yellow slots signify you are
available during that time and
white slots signify you are not
available.

e Note: You cannot drag sideways
to select time slots; you must
drag vertically.

Tutor




Viewing Your Connections

e This top table shows your active

student connections, if there are o i i
any. \ T ————

— ] MATH 115 _ PRECALC _

e The bottom table shows your — S

inactive student connections, if —
there are any. \‘<—__ : _>_




Viewing Your Module Progress

e This table shows the modules
that you can complete, as well as
the date(s) of completion.

e The modules are shown on the
left in the green column.

/ [ 5/9/2009 I

e The completion dates(s) are
shown in the whitespace of the

table. \/\v—

\ 4/26/2009 /

4/5/2009




Additional Help
o000 |

e If at any time you are unsure about the information
you are seeing or are unsure about what to do, first
refer to this PowerPoint or the Manual that is also
available for you to download. If you are still having
troubles, contact the Office of Academic Support
Services to receive assistance from an administrator
or another tutor.

THANK YQOU!



