
Setting Test Review Appointments

This electronic appointment reservation system will allow you to reserve a time to review you exam.
You do have to be logged into the campus network to access this site. So if you are off campus, you
must first VPN into our network before you will be able to reserve your time slot.

On the Center for Academic Performance's home page there is a link near the bottom "Click here for
Tutor Trac". This will take you to the reservation system.
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Enter your Novel User Name and Password and click the "LOGIN" button, or hit "Enter" on the keyboard
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This main screen will show you any appointments you have already reserved. To make a new
appointment select "Make Appointment" from the "Go To..." drop down list
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Put the date range in which you want to come in, and click "Search"

under the Search Results, a list of available appointments will appear. For example, the 8:00 AM
appointment with Meagan on Tuesday can be made by up to 4 people and the side notation (0/4) tells
you that all 4 of those slots are open.
Click on the appointment you wish to reserve. 

click "Save Appointment"
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This will then take you back to your home screen and the appointment will now show under your
upcoming appointments. You will get an e-mail confirming the appointment, and if you made the
appointment at least a day ahead, you will get a reminder e-mail the night before. 

If you want to cancel that appointment, click on the date in blue.

click the "Delete" button
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Now that appointment is no longer listed and you will get an e-mail confirming the cancellation.
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