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ACCUTRACK SESSION LOG SCREEN

When you click on Session Log from the Main Menu, you will see the following options:

» Session Log: Use to enter notes and answer a questionnaire about sessions with students.
* Session Questionnaire Setup: Use to set up the session questionnaire that is presented to
tutors to answer questions about their sessions with students.

The following sections have more information on the above screens.

SESSION LOG

Purpose: To enter comments on sign-in sessions.
Access: From System Administration, click on Session Log » Session Log.

If you wish, you can enter comments on each sign-in session AccuSQL/AccuTrack logs. This option is
handy if you want to keep a journal of each sign-in session. For example, if you have a tutoring
center, tutors can use this feature to keep track of what they did during their meetings with each
student. These session notes could serve as a progress tracker for tutors, a method for tracking
meetings for administrators, and as a record for the center.

To enter or view comments, click on the “Session Log” button.
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Session Log

‘Student Id Category  Activity Tutor Sign-In Time Sign-Out Time Period (hrs) ~ Filters

Rod, Sant 567865124  |Advising |Adv Appt [Adv Adams, Karen Ta 01/31/2020 12:58 PM | 01/31/2020 0159 PH 1.0 [l B pericd
|Babbitt Deondra 388877323 Advising | AdvAppt[Adv Admin, Test | 03/02/2020 03:44 PM 03/02/2020 03.45 P 002 | [71ic Semester 5
Rod, Sant 567865124  Advising  AdvAppt[Adv Rodr, Sant 0310212020 04:28 PM | 02/02/2020 04:29 PH 0.02 '
[Aaavery, Adavery |837766654 | Advising | AdvAppt [Adv Rodr, Sant 0310212020 04:32 PM | 03/02/2020 04:43 PH 019 | |From
.Aalysian, Sid 449988877 Advising Adv Appt [Adv Rodr, Sant .034'02:'2020 04:32 PM 03/02/2020 04:43 PM 0.20 JWEG. Jan 01, 2020, 12:00 AM j
|Aaden,Bubba 449987802  Advising | AdvAppt[Adv Rodr, Sant 03/02/2020 04:32 PN | 03/02/2020 0443 P 019 |,

Rod, Sant E67865124  Advising  AdvAppt[Adv Rodr, Sant 0310212020 04:32 PM | 03/02/2020 04:43 P 0.20

Ajide, Angela Mac 864375731 Advising | AdvAppt [Adv Rodr, Sant 10310212020 04:50 P 03/02/2020 04:51 PH 001 | |lSun May 31,2020, 1150 PH -
Aaden Bubba 448987802  Advising  AdvAppt [Adv Rodr, Sant 0310412020 08:50 AW 03/04/2020 10:26 AN 1.60

Ajide, Angela Mac 864375731 Advising | AdvAppt[Adv Rodr, Sant 03/04/2020 09°50 Al 030412020 10:35 Al 0.74 ok et S
Aaavery, Aaavery 837766654  Advising  AdvAppt[Adv Rodr, Sant 0310412020 09:50 AN | 03/04/2020 10:11 Al 0.35 T El
Aalysian, Sid 449988877  Advising | AdvAppt [Adv Rodr, Sant 03/04/2020 09:50 AW | 02/04/2020 10:24 Al 0.73 : -
'Rod, Sant 567865124 | Advising | AdvAppt [Adv Rodr, Sant 103/04/12020 09:50 AW 03/04/2020 10:25 AW 0.74 ] iy Ehon e g
\Aalysian, Sid 440988877  Advising  AdvAppt[Adv Rodr, Sant 03104/2020 10:37 AM | 03/04/2020 10:37 Al 0.01 | Avising “]
Rod, Sant 567865124  Advising | AdvAppt[Adv Rodr, Sant 0310412020 10:40 AW | 03/04/2020 10:56 Al 0.27

Aaavery, Aaavery B3TTBEE54  Advising | AdvAppt[Adv Rodr, Sant 0310412020 11:07 AM | 03/04/2020 11:09 AW 0.04 ] Only show this Activity

# [avising -Advappt- [~

[ only show this Tutor
e |Acﬂ0.Ada\fius i |

1 Only with comments
) Only without comments

<

Met with Avery to discuss upcoming semester and courses needed to complete degree. -Santiago R.

w

[ Disable auto refresh

Add/Edit
Comments

Delete
Comments

Email
Comment

Print Out
Comment

Session
Questionnaire

® Al

© Only with Questionnaire
 Only without Questionnaire
® All

USING FILTERS

Use the filters to locate specific sign-in records. Start by restricting the viewed records to a certain
time period by entering the “From” and “To” date and time. You can also restrict the viewed records
to a certain category, class/activity, student, or tutor. Click on the Refresh button to apply these

filters.

The Edit box under the grid shows the comment for the current sign-in session (if any). To enter or
edit a comment, click on the “Add/Edit” Comments button and type the comment. When finished,
click on the “Save Comments” button to keep your changes.

The sign-in records are displayed in a SuperTable. This means you can sort the records by clicking on
a column header. You can also do a search by typing in the values. See the SuperTable instructions

for the details.

You can generate a report with session log comments that also includes the session questionnaire
answers. See the Session Log Reports in the Reports Manual for details.

Comment / Questionnaire Views

These 2 options allow you to limit the sessions to certain ones based on comment criteria.
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Only show sessions with/without comments or all

Click this box and then click the Refresh button to only show session logs that contain comments, no
comments, or all sessions regardless of comments.

Only show sessions with/without questionnaire or all

Click this box and then click the Refresh button to only show session logs that contain an answered
session questionnaire, and unanswered session questionnaire, or all sessions regardless of the
session questionnaire.

Session Log Buttons/Options

These are the options at the bottom of the page that you can do while viewing the Session Logs
screen.

Disable auto-refresh

By default, the Session Log screen will refresh its data every 30 seconds. If you need more time to
work with a record, you can disable this feature, and then simply click the Refresh button manually
to load ant new records.

Add/Edit Comments

To enter new comments, first, select the sign-in session by clicking on it, and then click on the
“Add/Edit Comment” button. You can now type your comment in the entry box under the sign-in
table. You can edit an existing comment by following the same steps above. To view a comment,
simply highlight the session by clicking on it.

Delete Comments

To delete a comment, first highlight the sign-in session then click on the “Delete Comment” button.

Email Comment

To email selected comments to the instructor, click on the “Email Comment” button in the Session
Log screen. For this to work, you need to assign an instructor to the class and enter the instructor’s
email address. You must also have the correct parameters entered for your email server. If the
instructor does not have an email entered for him or her in the Users > Instructors screen, you can
enter the email at the time you send to comments. If the instructor already has an emailed entered,
then the comments will be sent automatically to the instructor.
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Print Out Comments

Click this button to send the selected comments to the default printer.

Session Questionnaire

Click to fill out the predefined session questionnaire for the tutoring session. If you do not have a
guestionnaire already created, please see Session Log » Session Questionnaire Setup.

How Tutors Enter Comments

Your advisors or tutors can access the Session Log screen from the sign-in screen. When tutors sign
in, they will see a Session Log button in the Tutor Pad.

View Appointments With

Generic Wiewer

Login as Staff

Admin

Sess Monthly Viewer Login as Student Change Password

Schedule Launch AccuBuzz

When the tutor clicks on the “Session Log” button, the tutor will see a list of his or her tutoring
sessions only. The tutor can then enter comments on these sessions and also answer the Session
Questionnaire if present. This gives you better control than letting tutors enter the comments via
System Administration since each tutor can only view or add comments on his or her sessions.

Class Sign-in Weekly Viewer

SESSION QUESTIONNAIRE SETUP

Purpose: Give tutors the opportunity to submit feedback regarding session outcomes in a
guestionnaire format. These questionnaires can be used in conjunction with session notes.
Access: From System Administration, click on Session Log > Session Questionnaire Setup.
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Session Questionnaire Setup

.Quest'ion Adive Required Type ~ |
Did the Student come prepared for Algebra 1 '_I'utor Yes Mo Radio
| W
Question
ity
Did the Student come prepared for Algebra 1 Tutoring? Active
Feqguired
Tyipe
® Radio 0 Checkbox O Combobox O Listbox O Listbox (multiple selection) Edit
\Answer Active Weight »
Maybe Yes |0
Definitely Yes | 1
_Ex'tremely Yes | 2
Lacking Yes _—2
Somewhat, but not really Yes |1
W
Answer o
s Active
Maybe
Weight 0 2| NotApplicable
oo [ pose | En
Lab: |Tut0ring Center w | Specific Activity |ALG3U1 Algebra 1 [Course Tutoring] |!

The session questionnaire offers tutors the ability to provide feedback on sessions with students. By
filling out the session questionnaire, accessible from the Tutor Pad, tutors can answer basic questions
regarding student interactions and the tutoring session as a whole. Because these questions are
totally customizable, users can cover a nearly boundless variety of topics. From feedback on the
student’s preparedness to an assessment of how well the student grasped the material, the session
guestionnaire can be a very useful tool in the program evaluation process. Users can also generate
reports showing questionnaire responses for specific students, or even create a questionnaire
summary in which you can view the number of times an answer was selected, its weight, etc.

To create the session questionnaire, first click Add in the Question section, type your questions and
then click Save. If you want the question to show up, make sure Active is selected. You can also make
the question required by checking that box.

Question
Did the Student come prepared for Algebra 1 Tutoring? ] Active
[JRequired
Type
@ Radio O Checkbox O Combobox O Listbox O Listbox (multiple selection) Save

After you have saved the question, click Add in the Answer section and enter the first answer and
click Save. If you wish to collect the weighted average for the responses, enter the value for the
answer in the Weight spinner box.
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Answer

[Mayse =

Continue adding answers until you have them all completed. You can then add your next question and
answers using the same process. Click the Preview button to see what the questionnaire will look like.

Session Log Questionnaire

Session L.og Questionnaire

Was student prepared?
O Yes

O No

) Partially

(Answer required)

Would yvou work with student again?
O Yes

O No

(Answer required)

Do you recommend a follow-up visit?
O Yes

O No

(Answer required)

Do you recommend additional services?
0 Yes
O No

Did the student like the new AV room setup?
O Yes

) No

O N/A

‘ | Cancell

How Tutors Use the Session Questionnaire

When tutors sign in, they will see a “Session Log” button in the Tutor Pad.
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View Appointments VWith

Generic Viewer Login as Staff

Monthly Viewer

Log in as Student Change Password

Launch AccuBuzz

Class Sign-in

Weekly Viewer Schedule

Daily Viewer

When the tutor clicks on the “Session Log” button, the tutor will see a list of his or her tutoring
sessions only. The tutor can then enter comments on these sessions and also answer the Session
Questionnaire by clicking the Session Questionnaire button from the Session Log screen.

@ AccusQL - Build 20.0.0

Sessions Log

Student  1d

S'ign—c'iut_"i:i'me

; F"er'i'odi\ct'iirify 'E':'a'tegory 'ihs{rudor -T|'..|t0r

]Alvarez, LaL 555555555 | 01/20/2020 08:51 AM| 01/20/2020 08:55 AM

0/ General Math Lab Usa Math Classe: Allen, Wo Bright, Cindy |

;Alvarez, Lau 5555555565
| Alvarez, Lau| 555555555
| Alvarez, Lai 555555555
| Alvarez, Lau|555555555
| Armstrong, | 666666666
ENiChOIaS, F 675883598
| Shirley, Tuy 872403758
| Stroup, Ana| 187734688
| Foster, Dav | 444444444
|Armstrong, | BEB6BEEE6
|Armstrong, 666666666
| Foster, Dav 444444444
| Foster, Dav | 444444444
| Foster, Dav 444444444
| Foster, Dav 444444444

021042020 11:37 AM
021372020 03:54 PM
| 02/25/2020 10:59 AM
02/25/2020 11:24 AN
02/07/2020 04:23 PM
021372020 09:56 AM
|02/13/2020 09:56 AM
02M13/2020 09:56 AM
02/27/2020 02:46 PM
| 021002020 11:27 AM
02/10/2020 11:40 AM
02/25/2020 11:34 AM
02/27/2020 10:27 AW
02/27/2020 10:34 AM
|02/27/2020 01:13 PM

021072020 11:37 AM |

021712020 08:53 AM

|02/25/2020 10:59 AM |
02/25/2020 02:59 PM |
02/07/2020 05:08 PM

02/13/2020 10:55 AM |
10211312020 10:56 AM |

02/13/2020 10:55 AM
02/27/2020 02:46 PM

0211072020 11:27 AW |

02M10/2020 11:40 AM

02/252020 02:59 P |
02/27/2020 10:27 Al |
02/27/2020 10:34 Al

0212712020 0113 PM |

0 _English World Lit 1 "TE Course Tutor_Howard, I Bright, Cindy
88 General Math Lab Usa Math Classe: Allen, Wo Bright, Cindy
0 General Math Lab Usa Math Classe:| |Bright, Cindy
3 General Math Lab Usa Math Classe: Lab, Assi Bright, Cindy
0/PC Hardware [Course Course Tutor Lab, Assi Bright, Cindy
0|Programming Logic [C Course Tutor'Howard,F Bright, Cindy
[J'Programming Logic [C:Course Tutor'Howard. F-Bright, Cindy
0/Programming Logic [C Course Tutor Howard, | Bright, Cindy
055248 - MAC 2311C C: Math Classe: Lab, Assi Bright, Cindy
0_CHEM3400 - Chemica_Course Tutor: Howard, F_Eright, Cindy
0/ CHEM3400 - Chemica Course Tutor Howard, F Bright, Cindy
3/MAT111A - College Alg'l'v'lath Classe: Bright, Cindy
0 MAT113 - College Trigt Math CIasse:_Howard, I Bright, Cindy
0|MAT113 - College Trige Math Classe: Howard, F Bright, Cindy
0 MAT113 - College Trige Math Classe: Howard, I Bright, Cindy

Add/Edit
Comments

[ Disable auto refresh

Delete
Comments

Email
Comment

Print Out
Comment

Questionnaire

Filters

Period

|This Semester v |

From

IWed, Jan 01,2020, 1200 AW ~|
To

ISun, May 31,2020, 11:59 PN ~|

[ Only show this Student
ik |Aaa|en.ﬁaalen

[Jonly show this Category
|.ﬂ.dvising |

¢

| [ only show this Activity
ih |Ac|vising-AmAppt- |

) Only with comments
O Only without comments
@ All

O Only with Questionnaire
2 Only without Questionnaire
@ All

ADDITIONAL FEATURES AVAILABLE WITH SESSION QUESTIONNAIRES

In 2019 and going forward we added the ability to now create tutor session questionnaires that are
both lab-specific and activity-specific. Here is an example session questionnaire that includes one
radio button type question, a checkbox question, and a list box question. Also, notice how the
questionnaire is associated with the Tutoring Center (at the bottom-left of the screen) and it is also
associated with the Algebra 1 activity (bottom-right of the screen):
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Session Questionnaire Setup

Question Active Required Type [l
' Did the Stude_nt_ come preparedfomlgebra 1 Tutor Yes _‘f’es Radio |
?What hindered the Tutoring session? Yes |No |CheckBox
?Do you recommend additional services? _Yes _No _ListEon (mu
Question
Do you recommend additional services? Active
Required
Type
< Radio O Checkbox O Combobox O Listbox @ Listbox (multiple selection) Add Edit
Answer Active Weight |
iDne a_dditional_sess_.ion ofTL_Jt_oring Y_gs | 1
'[wo addit@onal sessions ofT_utoring _Yes | 2
Three additional sessions of Tutoring _Yes | 3
| 4 additional sessions of Tutoring Yes |4
| No additional Tutoring needed \Yes |5
v |

Answer e

e : ive
Mo additional Tutoring needed

Weight tat Applicatie

Lab: |Tutoring Center m

| can click Preview to see what the questionnaire will look like when presented to tutors:
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Session Questionnaire

Did the Student come prepared for Algebra 1 Tutoring?

O Maybe (O Definitely (O Extremely (O Lacking (O Somewhat, but not really

* ANSwer is required

What hindered the Tutoring session?

[] The student was not prepared for the session  [] The Tutor was not well-versed in Algebra 1
[] The student was not paying attetion during the session

[] There where too many outside interruptions (Noisy room, too many interruptions by other students/staff,
outside construction)

Do you recommend additional services?

-- Select one or more —

One additional session of Tutoring  #
Two additional sessions of Tutoring
Three additional sessions of Tutoring s
4 additional sessions of Tutoring

Submit Survey ResetAnswersl Cancell

If you select a different local lab in the Lab drop-down selector, you can then create a completely
different questionnaire for the tutors that are working in the Math Lab:
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Session Questionnaire Setup

.Q[Jest'ion Adive Requi'red Type N
What would make the Tutorin_g sessions ea_sierfory Yes Mo CheckBox
Are you interested in increasing your Tutoring hou Yes Yes Radio
_Would you be interested in moving to the West Camp _Yes _No ComboBox
{ L
Question
Aty
What would make the Tutoring sessions easier for you? Active
Fequired
Type
O Radio & Checkbox O Combobox O Listbox O Listbox (multiple selection) Edit
lAnswer

.;\ct'ive' ‘.;'.fe'ig'ht' "~
¥es 4

More Supplies (i.e. Calculators)
A quieter atmosphere

Yes |2
:I'v10re Tutors Yes | 3
Mothing, th@ngs are a!ready great! Yes 4

Answer
More Supplies (i.e. Calculators)

Active
Weight NotApplicatle
EErEE

Specific Activity | .

| don't Know APC

Library LIBR
athematics Center [MATH

Music Room

Student Success Cent

Tutoring Center

Writing Center
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< ession Questionnaire

Session Questionnaire

What would make the Tutoring sessions easier for you?

[] More Supplies (i.e. Calculators) [] A quieter atmosphere [] More Tutors
[] Nothing, things are already greatl

Are you interested in increasing your Tutoring hours?

O Absolutely () Probably () No (O Askme later

= Answer is required

Would you be interested in moving to the West Campus Tutoring Center?

— Select one —

Definitely Interested
"~ |interested, Maybe

—|Probably I
Submit]Not Likely ﬂ Cancel |

Not at All

You can also select an activity from the Specific Activity drop-down selector, to create a completely
different questionnaire for the Tutors that are assigned to that particular activity.
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Session Questionnaire Setup

i{luestion Aciiiae Requ'ire'd Type ~
What would make the Tutoring sessions easier fory Yes |No CheckBox
| Are you interested in increasing yourTutoring hou Yes _Yes _Radio
AccuSQL - Build 19.0.0 :
Activity Category e
[ Mo Specific Activity— |
Academic Use CqmputerUse
Adv Appt Advising
Career Placement :Ad\fising
Degree Audit Advising
Grad Check Advising
Graduaiion Meeting _Ad\aising
MNew Student {Advising
Non—Acédemic Use Computer Use
ACP400 Advanced C++ Programming Course Tthoring
ACP&UU Advanced C++ Programming |Success Center
ALG301 Algebra 1 'Course _Tutoring
ALG301 Algebra 1 Math Tutoring
ALG301 Algebra 1 Success Center
ALG302 Algebra 2 Course Tutoring
ALG302 Algebra 2 'Math Tutoring
ALG302 Algebra 2 Success Center
CAL401 Calculus Course Tutoring
CAL¢0‘1 Calculus .Math Tutoring
CAL401 Calculus Success Center
ENG405 Soﬁware Engineering Course Tutoring v
z . Active
Maore Supplies (i.e. Calculators)
Weight NotApplicasie
Lab: | Mathematics Center [v Specific Activity

Previous - FEEDBACK SURVEYS OPTIONS | TOC | Next - SESSION LOG SETUP OPTIONS

From:
https://www.attendance-tracking.com/docs/ - Engineerica Documentation

Permanent link:

Last update: 2020/03/05 08:50

e P e 1 L

https://www.attendance-tracking.com/docs/ Printed on 2024/03/29 06:18


https://www.attendance-tracking.com/docs/doku.php/accutrack/fullmanual/feedback-surveys-options
https://www.attendance-tracking.com/docs/doku.php/accutrack/fullmanual
https://www.attendance-tracking.com/docs/doku.php/accutrack/fullmanual/session-log-setup-options
https://www.attendance-tracking.com/docs/
https://www.attendance-tracking.com/docs/doku.php/accutrack/fullmanual/session-log-screen

	ACCUTRACK SESSION LOG SCREEN
	SESSION LOG
	USING FILTERS
	Comment / Questionnaire Views
	Only show sessions with/without comments or all
	Only show sessions with/without questionnaire or all

	Session Log Buttons/Options
	Disable auto-refresh
	Add/Edit Comments
	Delete Comments
	Email Comment
	Print Out Comments
	Session Questionnaire

	How Tutors Enter Comments

	SESSION QUESTIONNAIRE SETUP
	How Tutors Use the Session Questionnaire
	ADDITIONAL FEATURES AVAILABLE WITH SESSION QUESTIONNAIRES



