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ACCUTRACK VIEW APPOINTMENTS SCREEN

When you click on View Appointments from the Main Menu, you will see the following options:

View/Cancel: Use to find, view, and modify appointments and also to cancel them.
Daily Viewer (detailed): Use to view tutor’s daily appointment schedules.

Daily Viewer (summary): Use to view tutor’s daily appointment schedules.

Weekly Viewer: View tutors' weekly schedules.

Monthly Viewer: Launches a monthly appointment viewer.

Appointments Quick Daily View: Launches a daily appointment viewer.

¢ Appointment Notes: View notes entered when appointments were scheduled

* View Cancellations: Use to view and void canceled appointments

* View No-Shows: Use to view and void appointment no-shows, or to convert no-shows to
cancellations.

The following sections have more information on the above screens.

VIEW/CANCEL

Purpose: To view, cancel, repeat, reschedule, etc. appointments.
Access: From System Administration, click on View Appointments > View/Cancel.
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View/Cancel

Click on a header to sort by it

¥ Student D ApptDate  From To Activity Tutor » || Set Filter On
Blodgett, Chadd 9999999 12/19/2018 10:00 AM | 10:30 AWM Adv Appt [Advising] Elright| Period
[ Blodgett, Chadd 19999999 |12/21/2018 | 10:00 AM | 10:30 AM | Adv Appt [Advising] |Bright |AS = = |
1 Conner,JeneII_e TIAErT 1_21'18!2018 10:00 AM | 10:30 AM CareerF‘Iacement [Advising] Bright L
[1iConner, Jenelle TIireeT 112/20/2018 10:00 AM 10:30 AM Career Placement [Advising] Bright From
[] Crabtree, Sarah /5555555 _12;'18!20"18 (10:00 AM 10:30 AM ENGA405 - Software Engineering [Course Tutori Basoz |Tue . Dec18, 2018, 12:00 AM ;J
To
[Mon, Dec31, 2018, 11:50PM  ~|

Tutor

|-No fiter- ~ |
Student
|-No flter- &
Activity

- All-no filter

=- [l All days A
.7 Man day

-] Tuesday

Wednesday

Thursday

Friday

Saturday

i.[¥] Sunday w

€ >

O Cancel by Admin

O Cancel by Student Reschedule Change Tutor Switch To Group Appointment
C Cancel by Tutor

Lab | - Default- ~]

Cancel Appointment RepeatAppointment Change Location Erint Slip Apply Filter

The appointments are displayed in a SuperTable, which means you can sort the records by any
column by clicking on its header. To find appointments, you have several filter options available on
the right side of the View/Cancel screen. You can use one or a combination of several filters to find
the appointments you are looking for. Here are the available filters:

e Period: Click to filter your view to a specific period of time.

e From and To: If you prefer, you can enter and specific date and time range to filter your view.

e Tutor: From the drop-down you can filter on a specific tutor. If you click the eyeglasses icon
next to this field, you can search for a specific tutor record.

e Student: From the drop-down, you can filter on a specific student. If you click the eyeglasses
icon next to this field, you can search for a specific student record.

e Activity: Click the + sign to expand the view and you will see a list of your categories. Click the
+ sign under the category to show the particular activities that are associated with it. Now click
and activity to select it.

e Days: Click the checkboxes on the days of the week you would like to filter on. By default, All
Days are selected.

e Labs: Select the dropdown menu and select the Lab you which to filter on. If the default is
selected, you will see appointments across all Labs.

After you have set your filters as desired, click the Apply Filter to filter the results in the display grid. If
you want to reset back to the default, click the Clear Filters button.
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CANCEL APPOINTMENT

The View Appointments screen allows you to cancel one or more appointments. To cancel an
appointment(s), first, select the appointment(s) by clicking on the checkbox(es) in the top grid, and
then select one of the radio buttons in the bottom left of the screen to determine who is canceling the
appointment(s).

2 Cancel by Admin
2 Cancel by Student
O Cancel by Tutor

Now click on the “Cancel Appointment” button. AccuSQL/AccuTrack will display a confirmation
message:

AccusL 3

I:G:I Cancel 2 selected appointments?

If you click on “Yes” the appointment(s) will be canceled. When you generate a report, the canceled
appointment will appear with strikethrough text.

If the appointment was canceled by the student, make sure that the “Cancel by Student” option is
selected. If the appointment was canceled by the tutor or by an AccuSQL/AccuTrack administrator,
make sure that one of those options is selected. If one of the latter two is selected, the cancellation
will not count against the student.

Depending on the setting in the Options screen, AccuSQL/AccuTrack may send an e-mail message
to both the student and tutor when an appointment is canceled.

RESCHEDULE

Clicking the “Reschedule” button will transport users to the Appointment Wizard. From this screen,
the appointment time and date can be changed.

REPEAT APPOINTMENT

Users can easily create repeat appointments from existing sessions in the View/Cancel screen. Simply
select which appointment you'd like to repeat from the SuperTable and click on the “Repeat
Appointment” button. A separate screen will appear showing the existing appointment’s information,
as well as a calendar drop-down box from which you can select which day to repeat the appointment.

Engineerica Documentation - http://attendance-tracking.com/docs/


http://attendance-tracking.com/docs/doku.php/accutrack/fullmanual/supertable

Last

gggg;g;/m accutrack:fullmanual:view-appointments-screen http://attendance-tracking.com/docs/doku.php/accutrack/fullmanual/view-appointments-screen

10:07

[# Accusl - Build 19.0.0 _ &

View/Cancel

Click on a header to sort by it

¥ Student D ApptDate  From To Activity Tutor » || Set Filter On
L1 Blodgett, Chadd (9999999 [12/19/2018 10:00 Al | 10:30 AM | Adv Appt [Advising] |Bright i
[ Blodgett, Chadd 19999999 | 12/21/2018 10:00 AM 10:30 AM Adv Appt [Advising] Bright A Eilbael =
D Connsssss T — - B == - S
; duling Appointment
D.Crab vl
| |Tut0r Name |Bright, Cindy
| OOt Thursday, December 20, 2018 E
Date
| ActivityID | Activity | Category g
[Career Placement |Advising =
| Set g-|
Student From-To Exclusive From
By When Web —
10:00 AM - 10:30 Yes King, Supreme [Admin] 12/17/2018 02:39 No
Conner, Jenelle AM [Staff] PM
|Focus on Career Opportunities

Appointment date to repeaton |Wed, Dec 19, 2018 j

( |

: Saturday

(o} Cancei by Admin i..[] Sunday v

Q Cancel by Student Reschedule Change Tutor Switch To Group Appointment

© Cancel by Tutor Lab | - Default- ~]

Cancel Appointment Repeat Appointment Change Location Print Slip Apply Filter Clear Filters

After you have selected the repeat date from the drop-down box, click Set Appointment. The
appointment will be scheduled exactly like the one you selected to repeat, but with the new date.

CHANGE TUTOR

You can change the tutor for an existing appointment from the View/Cancel Screen. Simply click the
appointment you want to change the tutor for and click the “Change Tutor” button and a new screen
will appear with the existing appointment’s information.
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View/Cancel

Click on a header to sort by it

¥ Student ID ApptDate From  To Activity Tuter » |[ set Filter On
[J Blodgett, Chadd 19999999 [12/19/2018 10:00 AM 10:30 AM Adv Appt [Advising] |Bright e
[ Blodgett, Chadd 19999099 |12/21/2018 10:00 AM 10: 30AM |Adv Appt [Adwsmg] Bright [As Entered o
= rr— = RPN — =
Lo ppmnhﬁent/ ?mmshame
[ Crabj vl
|Tut0r Name |Bright, Cindy
gppomtment Thursday, December 20, 2018 E
ate
| ActivityID | Activity | category ‘e
|Career Placement |Advi5ing =
I Set 4= |
Student From-To Exclusive From
By When Web T
10:00 AM - 10:30 Yes King, Supreme [Admin] 12/17/2018 02:39 No
Conner, Jenelle AM [Staff] PM
|Focus on Career Opportunities
el
Tutor g
Bright, Cindy
| Guzman, Julian ge Tutor
£

----- . vl Saturday

O Cancel h]l'Ml'Nﬂ ..... . Sunday w
O Cancel by Student Reschedule Switch To Group Appointment
O Cancel by Tutor !__I|

Lab | Default - =

Cancel Appointment Repeat Appointment Change Location Print Slip Apm\r Filter Clear Filters

You can then choose a new tutor from the drop-down box and click the Change Tutor button. If the
attempted change conflicts with the requested tutor’s existing schedule, this pop-up will appear:

AccuSQL

@ Given period conflicts with tutor's schedule,

OK

CHANGE LOCATION

You can modify the location of an existing appointment by clicking the appropriate button on the
View/Cancel Appointment screen and selecting a new location from the drop-down box and then
clicking the Change Location button.
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View/Cancel

Click ona header to sort by it

¥ Student D Appt Date From To Acﬂwty Tutor A Set Filter On
[/ Blodgett, Chadd (9999999 [12/19/2018 10:00 AM | 10:30 AW Adv Appt [Advising] Bright e
[ Blodgett, Chadd (9999999 | 12/21/2018 10:00 AW 10: SUAM Adv Appt [Adﬂsmg] Bright s Ertered \,'||
Conne— == e Ry TR e —- (S
Appmnlm.ent Location Cﬁange
[/ Crab - v|
[Tutor Name |Bright, Cindy
ggfg e Thursday, December 20, 2018 ]
| ActivityID | Activity | Category ‘e
|Career Placement iAdvising —
| Set g
Student From-To Exclusive - W From =
i = Web
10:00 AM - 10:30 Yes King, Supreme [Admin] 12/17/2018 02:39 No
|Conner, Jenelle AM [Staff] PM
‘ |Focus on Career Opportunities
[
Libi
Academic Success Cen  |Main Campus
Computer Lab Room 306 Bldg H
< B Library ”\e st Campus

Saturday

O Cancel by Admin I Sunday G
O Cancel by Student Reschedule Change Tutor Switch To Group Appointment
©r Cancel by Tutor T |

Lab | Default -

LCancel Appointment Repeat Appointment Change Location Print Slip .ﬂppw Filter C19dr Filters

The locations available for the appointments are setup in the System > Rooms screen.
The View/Cancel Appointment screen also allows users to reprint appointment confirmation slips.
Just click on the “Print Slip” button and select the appropriate slip to print.

Switch to Group or Exclusive Appointment

You can switch a group appointment to an exclusive one, or vice-versa by selecting the appointment
in the grid then click the Switch to Group Appointment or Switch to Exclusive Appointment
button. The button will change depending on the current status of the appointment. Note: You will
need to click Apply Filter to update the changes in the grid. You will notice that the Exclusive column
in the grid will change to either Exclusive Yes or No, depending on what you changed it to.

DAILY VIEWER (DETAILED) SCREEN

Purpose: To view daily appointments per tutor.
Access: From System Administration, click on View Appointments > Daily Viewer (detailed).
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Daily Viewer (Detailed)

o s VA \Vednesday, December 19,2018 B Tutor Name "

Thursday, December 20, 2018 Cindy Bright

Friday, December 21, 2018

Appt.Time Student(s)
10:00 AN - 10;30AM_| Blodgett, Chadd Adv Appt [Advising]

Wednesday

Exclusive appointment is colored like this sample

Start by selecting the day you want to view by clicking on it. AccuSQL/AccuTrack will display a list of
tutors and will show their appointments for the selected day. Exclusive appointments are highlighted
in yellow and group appointments are not highlighted at all.

DAILY VIEWER (SUMMARY) SCREEN

Purpose: To view daily appointments per tutor in a condensed view.
Access: From System Administration, click on View Appointments > Daily Viewer (summary).
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Daily Viewer (Summary)

i
Wednesday, December 19, 2018

Thursday, December 20, 2018

Friday, December 21, 2018

Monday, December 24, 2018

Wednesday, December 26, 2018

Basoz, Cetin
Bright, Cindy
Guzman, Julian

[ Open - empty [l Open - with others [l Closed - group Reserved - different activity [l Closed - exclusive [7] Off

Select a day to view the appointments for all tutors on that day. If you mouse over a colored block,
indicating an appointment is scheduled for that tutor for the time indicated, a box will appear on the
screen showing the details for that appointment.

WEEKLY VIEWER

Purpose: To view tutors' weekly schedules.
Access: From System Administration, click on View Appointments > Weekly Viewer.
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Weekly Viewer

Tutor Name ~

Bright, Cindy

RIS Nonday, December 17, 2018 - Sunday, December 23, 2018

Student(s) Activity
Blodgett, Chadd Adv Appt [Advising]
10:00 AM - 10:30 AM [ Conner, Jenelle Career Placement [Advising]
Blodgett, Chadd Adv Appt [Advising]

Appt.Time

Wednesday

Exclusive appointment is colored like this sample

To view the schedule of a certain week, select the week from the list. Next select the tutor's name.
AccuSQL/AccuTrack will display the appointments for the selected tutor during the selected week.

MONTHLY VIEWER

Purpose: To view tutors' monthly and daily schedules.
Access: From System Administration, click on View Appointments > Monthly Viewer.

The Monthly Viewer screen shows a chart of appointments and schedules for all your active tutors.
This chart is helpful in identifying open appointments slots and in gauging how busy your center is
with appointments.
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Monthly Viewer

] Only this activity O P | pecember | 2018 | |

MTWTFSSMTWT FSSMTWTEFSSHM
10111213 14151617 18192021 2223 24 25 26 27 28 29 30 31

Tutors

Basoz, Cetin

5 &
12

Bright, Cindy [ | .
mn | |

Guzman, Julian

[ INot scheduled []Available [llAppointment [BlBooked

Reading the Chart

As you can see from the screenshot above, the viewer lists the active tutors in the left column. The
list is sorted alphabetically by the last name. For each tutor, you will see a row of blocks. Each block
represents a day of the month. The days are displayed on top of the first row. The color of each block
depends on the appointment’s status as follows:

e Gray block: Tutor is not scheduled to work on this day.

e Light green: Tutor is scheduled to work and does not have any appointments on this day.
e Dark green: Tutor is scheduled to work and has one or more appointments on this day.

e Red: Tutor is scheduled to work, but is completely booked on this day.

You can restrict the displayed tutors in the Monthly Viewer to the tutors of a certain activity. To do
this, click on the “Only this activity” checkbox at the top.

[] Only this activity [|Adv Appt [Advising] ~| I P (December | ||2018 |-
SSMTWTFSSMTWTFSSMTWTFSSMTWTFSSM
Tators 12345678 91011121314151617 1819 20 21 22 23 24 25 26 27 28 29 30 31
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To display all tutors again, simply uncheck the check box.

To see the schedules and appointments of a different month, you can use the next and previous
month navigation buttons at the top or the month and year drop-down list boxes.

Zooming in on a Day

To get a detailed view of a certain day of the month, simply click on its block in the Monthly Viewer.
This will bring up a daily view of the appointments:

[F AccusOL - Build 19.0.0 - m}

Monthly Viewer

[ Only this activity |AdvAppt [Advising] 'v;| --|December .v'||2018 v_|

SSMTWTFS SMTWTFSSMTWTTFSSMTWTT FSSM
Tutors 4 2 2 4 65 B 7 0 0 AN414243 44464847 404090 94 99 22 24 96 96 97 90 90 2N 24

T AccuSOL - Build 19.0.0

Guzma
[C] Avaitable [l Non Exclusive [ Activity Futlll Exclusive
Julian Guzman - [Tuesday, December 11, 2018]

[ T T i} ]

07 03 09 10 N 12 01 02 03 04 05 06 07 08 09 10
| T | T | T | T | T | T | T | T I T | T | T | T | T | T | T | T | T | T | T | T | T | T | T | T I T | T | T | T | T | T | T |
e —— |

=

| Activity From To
Adv Appt [Advising] ||03:nn PM ||03:30 P |

Student(s) Steffanie Graf-Rapoza &

W

[ INot scheduled []Available [llAppointment [BlBooked

The title bar of the window shows the name of the selected tutor and the date being viewed. Use the
“Close and Return” button at the top right corner to go back to the Monthly Viewer.

Under the tutor’'s name, you will see a time ruler showing the hours of the day from 7AM to 10:30 PM.
Under this ruler you will see a bar representing the schedule of the selected tutor during the
corresponding hours.

The color of the bar depends on the schedule status:

Example|Color Label Meaning
— grrlg:r: Available Tutor is available and has no appointments during this time.
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. |A one-to-many appointment is scheduled. The time slot is still
I |Dark Green|Non-exclusive y app
open to more students.
. . The maximum number of students allowed per tutor has been
Bl Pink Activity Full : . P :
reached and the slot is not available for new appointments.
. An exclusive appointment is set. No other appointments can be
I (Red Exclusive ; /€ app PP
made in this time-slot.

Each appointment is shown in a separate appointment box. The appointment box has a list box with
the name(s) of the student(s) scheduled for the appointment. The box also shows the activity (class)
name, the start time, and end time of the appointment.

APPOINTMENTS QUICK DAILY VIEW

Purpose: View tutor schedules for a specific date.
Access: From System Administration, click on View Appointments > Appointment Quick
Daily View.

The Appointments Quick Daily Viewer screen allows you to select a specific date from an annual
calendar view.

[ AccuSOL - Build 19.0.0 3 a X

Appointments - Quick Daily View

1 January 2018 February 2018 March 2018 April 2018 o

3 "t 2 3 4 5 b T 2 3 I 2 3 1 2 3 & 5 8 ¥
o B oA LR a3 4L 00b B F g B My & b 5 Y O§ B B A M EA 3 14
W 35 16 4 48 19 20 W 42 33 oM 6 6 AT 91 4E 43 W E 6 W 5 16 T & 8% 200 2%
21 22 23 24 25 26 X 18 49 20 X 22 23 24 18 19 20 21 22 23 2 22 23 24 25 X6 2 28

28 29 30 AN 25 26 27 28 25 26 27 28 2% 30 31 2% 30
May 2018 June 2018 July 2018 August 2018
1 2 3 A 5 . 2 t 2 3 &4 5 & T 2 3 A4

B A & & 10 9 92 3 4 B 8 B 9 ¢ 9 M W2 A3 W 5 & ¢ 6 9 "k N
13 4 15 db 3 8 49 210 o 12 B g 15 A6 4b 16 ¥ 18 4% 20 21 42 13 4 15 ope o 18
200 21 2% 23 248 25 26 W0 48 19 20 2% 22 23 22 23 24 25 %6 P 2% 49 20 9 22 73 24 25

27T 28 29 30 AN 24 25 26 27 28 29 30 29 30 31 26 27 28 29 30 3
September 2018 October 2018 November 2018 December 2018
1 1 2 3 4 & & 1 2 3 1

2 3 4 5 @B T B T 8 & ot a1 12 13 4 5 & T 8 = 10 2 3 4 5 6 T B
5 10 1M 12 13 4 15 W15 16 17 18 19 AN 1 12 13 ¥ 15 16 W g 0.1 12 13 15
16 17 18 19 20 21 22 21 22 23 24 25 26 27 18 1% 20 21 22 23 24 18 17 @ 19 20 21 22
23 24 26 26 27 28 23 28 29 30 I 25 26 27 28 29 30 23 24 25 2% 27 2B

30 NN 1 2 3 4 b
& yToday: 12/118/2018

Use aresolution of:

Show Appointments on Tuesday, December 18, 2018
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Once you have chosen the date that you would like to examine, click the button at the bottom of the
screen and a new window will open showing the schedules of all tutors for that day. This schedule
follows the previously mentioned AccuSQL/AccuTrack color coding.

| Daily Appointments [Wednesday, December 19, 2018] — O X

Basoz, Cetin Bright, Cindy Guzman, Julian

Meeting with the
Dean

12:00 FM
1215 PM
12:30 PM
12:45 PM
071:00 PM
01:15 FM
01:30 PM
01:45 FM
02:00 FM
02:15 FM
02:30 PM
02:45 FM

APPOINTMENT NOTES

Purpose: View notes entered for any scheduled appointments.
Access: From System Administration, click on View Appointments > Appointment Notes.
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Appointment Notes

Tutor Name Activity Student Date Start End ~ Sat Filter On
Basoz, Cetin ICP305 - Intro C++ Programming [Course Tutorin Blodgett, Chadd 09/11/2018 08:00 AM 08:30 AM Period -
Bright, Cindy |Adu'Appt [Ach'ising |Blodgeﬂ. Chadd 12192018 10:00 AM 10:30 AM| |This Semester = |
' Bright, Cindy Adv Appt [Advising] Blodgett, Chadd 12/21/2018 10:00 AM | 10:30 AM —-
Basoz, Cetin JP4400 —Java Programming [Course Tutoring] Conner. Jenelle 10/08/2018 '03:30 PW 04:00 PM From
‘Bright, Cindy _CareerF’Iacement [Advising] Conner, Jenelle 121812018 _10:00.%1 10:30 AM J Sat, Sep 01, 2018, 12:00 AM :]
| Bright, Cindy Career Placement [Advising] _Conner.JeneIIe 1242002018 _10:00 Al'v1_10:30 AM To
' Basoz, Cetin EMG405 - Software Engineering [Course Tutoring Crabtree, Sarah 121812018 10:00 AM 10:30 AM
Basoz, Cetin ENGA405 - Software Engineering [Course Tutoring Graf-Rapeza, Steffanie  10/08/2018 | 04:00 PM 04:30 PM [Mon, Dec 31,2018, 11:59 P |
Basoz, Cetin EMG405 - Software Engineering [Course Tutoring| Grafi-Rapoza, Steffanie 10030/2018 | 11:00 AM 11':30 AM
|Basoz, Cetin |ENGA05 - Software Engineering [Course Tutoring Graf-Rapaza, Steflanie  11/12/2018 11:30 AM 12:00 P Tutor |-No fiter- ]
Basoz, Cetin EMG405 - Software Engineering [Course Tutoring'Graﬁ—Rapoza. Steffanie 121412018 :02:30 F'M'[J?»:U[] PM Student |—N0 filter- [& |
Basoz, Cetin ICP305 - Intro C++ Programming [Course Tutorin Graff-Rapoza, Steffanie 0911/2018 08:00 AM 08:30 AM Activity
Bright, Cindy Adv Appt [Advising] Graff-Rapoza, Steffanie 12M7/2018 [ 10:00 AM 10:30 AM
Guzman, Julian |ALG301 - Algebra 1 [Math Tutoring] Graf-Rapoza, Steffanie | 09/14/2018 |01:30 PM 02:00 Pl Eaem
Guzman, Julian ALG301 - Algebra 1 [Math Tutoring] .Graﬁ—Rapoza. Steffanie 09/14/2018 '01:30 F'M'UQ:UU P
Guzrhan, Julian ALG301 - Algebra 1 [Math Tutoring} Graﬁ—Rapoza, Steffanie 09/M14/2018 '01:30 PMW 02:00 PM
Guzman, Julian ALG301 - Algebra 1 [Math Tutoring] Graff-Rapoza, Steffanie 09/18/2018 |01:00 PM 01.:30 PM
Guzman, Julian 'ALG3U1 - Algebra 1 [Math Tutoring] _Graﬁ—Rapoza. Steffanie 0942002018 :01:00 F'M_[J1:3[] P
Guzman, Julian ALG301 - Algebra 1 [Math Tutoring] Grafi-Rapoza, Steffanie 09/26/2018 |03:00 PM | 03:30 PM
Guzman, Julian Adv Appt [Advising] ' Graff-Rapoza, Steffanie 12/11/2018 |03:00 PM 03:30 PM
| Guzman, Julian Adv Appt [Advising] Graff-Rapoza, Steffanie 1214/2018 |04:00 PM 04:30 PM
Guzman, Julian 'ENGAOS - Software Engineering [Course Tutoring Craﬁ—Rapoza. Steffanie 100MM6/2018 '03:00 PM | 03:30 PM
Guzman, Julian ENG405 - Software Engineering [Course Tutoring'Graﬁ-Rapoza. Steffanie TU2TI2018 'DB:UU AM'UQ:UUAM [l
Guzman, Julian New Student [Advising] Graff-Rapoza, Steffanie 11/26/2018 | 11:20 AN 12:20 PM
Guzman, Julian JP4400 - Java Programming [Course Tutoring]  Rodriguez, Santiago AW2FI2018 08:00 AM 09:00 AM
Guzman, Julian 'CAL:iU"I - Calculus [Math Tutoring] Thongpaen, Tawan 0913/2018 '09:30 AM [10:00 AM
Guzman, Julian CAL401 - Ca_lculus [Math Tutoring] 'T_hongpaen, Tawan QQIM.I'EU‘]B :01:00 F'M'[]1:3[] P
[v] Saturday L¥]
[ Only show appointments with notes
:

Notes |Focus on Math assistance |

[ Include cancelled by tutor or admin

As with the View/Cancel screen, you can apply any filters or combination of filters to find specific
appointments based on dates, tutors, students, activities, etc. You can also click the Only show
appointments with notes checkbox and then click Apply Filter to see only the appointments where
notes were entered during the appointment scheduling process.

You can enable notes to be added to appointments when they are scheduled in the View
Appointments > Setup > Appointments Options screen by selecting the Add a short note to
the appointment made checkbox.

VIEW CANCELLATIONS

Purpose: To view and void cancelled appointments.
Access: From System Administration, click on View Appointments > View Cancellations.
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Appointment Cancellations

Show Cancellations  vVpid Cancellations Red: Cancellation was made by student

Tutor Name Activity Student Date Start End x| Set Filter On

:Guzman, Julian | ALG301 - Algebra 1 [Course Tutoring] Graff-Rapoza, Steffanie 12/19/2018 |08:00 AM 08:30 AM Period

Guzman, Julian |ALG301 - Algebra 1 [Course Tutoridg] |R0driguez, Santiago 1219/2018 US:OOAM-{JS:SONM |As Entered v|

| Bright, Cindy Adv Appt [Advising] Blodgett, Chadd 12/26/2018 | 10:00 AM | 10:30 AM —

| o From
[ Tue, Dec 18, 2018, 1200 AM  ~|
To
[Mon, Dec 31,2018, 11:59 PN ~|
Tutor i
Wo filter- ¥ |E
Student —
-No filter- :V:E
Activity

- All-no filter

=[] All days ~
..[#] Monday

-[v] Tuesday

-[w] Wednesday

-] Thursday

-[w] Friday

Saturday

Sunday W

: Apply Filter | Clear Filters

Include cancelled by tutor or admin

Reason for cancellation

Student called in to Cancel

This screen lists canceled appointments. You can use the filters on the right side of the screen to filter
the viewed list of cancellations. After you set your filters, click the Apply Filter button. You can reset it
back by clicking Clear Filters. The cancellations that show up in red text have been canceled by
students.

If you like, you can also “void” a cancellation. Voiding a cancellation will delete the appointment
record, thus neither the appointment nor the cancellation will appear in AccuSQL/AccuTrack Think
of a “void” as the appointment never being scheduled in the first place. To void a cancellation, click
on the “Void Cancellations” tab.
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Appointment Cancellations

Show Cancellations  Void Cancellations Red: Cancellation was made by student
Set Filter On
Select cancellations to void then click "Delete”. This will permanently delete the appointment record. Period
v Tutor Name Activity Student APFDATE Date Start A |P~S Entered :V__.|
| | | From
_|:| GL.IZI'T'IEII']..JU|IE[I"I _ALG301 —Ng.el.)ra ‘1_[Course Tut_Rodr!g_ue?_ Santiac 12/19/2018 08:00 AM 08:30 AM lTue “Dec 18 2018, 12:00 AW _'J
[ Bright, Cindy Adv Appt [Advising] Blodgett, Chadd  12/26/2018 10:00 AM | 10:30 AM
| ! : ! : CUEL =5
[mon, Dec31, 2018, 11:59PM =]

Tutor E
Wo filter- V|E
Student ;

-No filter- -~/
Activity

- All-na filter

- [w] All days ~
Monday

Tuesday

‘Wednesday

-[v] Thursday

-[v] Friday

Saturday

Apply Filter Clear Filters

[“]include cancelied by tutor or admin

Select the appointment(s) you want to void by using the checkboxes. To void the selected
appointments, click on “Delete”. You will get a confirmation pop-up message. Click Yes to confirm the
deletion.

—

ﬁ:AccuSQL

—

I@I Are you sure you want to delete the selected appointments records?

| ves || Mo || Ccancel

You can setup AccuSQL/AccuTrack to freeze appointments when a certain number of appointment
cancellations are reached. These cancellations only apply if the appointments were canceled by the
student and not by the tutor or an administrator.

VIEW NO-SHOWS

Purpose: To view missed appointments and enter comments. No-shows can also be voided or
converted to cancellation using this option.
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Access: From System Administration, click on View Appointments > View No-Shows.

[ AccuSOL - Build 19.0.0 - a bd

View No-Shows

Show No-Shows  Void No-Shows ~ No-Show to Cancellation

Tutor Name Class Student Date Start End ~ Set Filter On
'Elasoz, Cetin ICP305 - Intro C++ Programming [Course Tut Blodgett, Chadd 09/11/2018 |08:00 AM | 08:30 AM Period
Basoz, Cetin _JP44UU - Java Programming [Course Tutoring Conner, Jene!le 10/08/2018 |03:30 PM | 04:00 PM |As Entered = |
Bright, Cindy Career Placement [Advising] Conner, Jenelle 12M18/2018 | 10:00 AM | 10:30 AM
Basoz, Cetin ENG405— Software Engineering [Course Tuto Crabtree, Sarah 12/18/2018 | 10:00 AM | 10:30 AM From
Basoz, Cetin ENG405 - Software Engineering [Course Tuto Graff-Rapoza, Steffanie 111242018 11:30 AM 12:00 PM ] Sat, Sep 01, 2018, 12:00 AM L]
Basoz, Cetin _ENG405 - Software Engineering [Course Tuto Grafi-Rapoza, Steffanie 121442018 |02:30 PM|03:00 PM To
Bright, Cindy Adv Appt [Advising] Grafi-Rapoza, Steffanie 12M17/2018 [ 10:00 AM | 10:30 AM
Guzman, Julian Adv Appt [Advising] Graf-Rapoza, Steflanie | 12/11/2013 03:00 PM 03:30 PM | Tue, Dec 18,2018, 11:37 A4 ~|
Guzman, Julian Adv Appt [Advising] Graﬁ—Rapoza. Steffanie 121402018 -04:00 PM 04:30 PM
Guzman, Julian ENG405 - Software Engineering [Course Tuto Grafi-Rapoza, Steffanie 12712018 |08:00 AM | 09:00 AM Tutay
Guzman, Julian |Mew Student [Advising] Graf-Rapoza, Steffanie  11/26/2018 | 11:20 AM 12:20 PM |‘N° filter- =z E
Guzman, Julian JP4400 - Java Programming [Course Tutoring Rodriguez, Santiago 114272018 | 08:00 AM 09:00 AM Student
|-No fiter- v
Activity

- All-no filter

Reason for no-show
Mone, Student did not show up for Scheduled Appointmeni ~

The SuperTable in this screen lists missed appointments or no-shows. Here are the fields in this
table:

e Tutor Name: name of the tutor with whom the appointment was scheduled
Activity: The service appointment was scheduled for.

Student: The student that missed the appointment.

Date: The appointment’s date.

Start: The appointment’s start time.

End: The appointment’s end time.

You can use the SuperTable built-in search and sort functions.

No-Show Definition

AccuTrack calculates missed appointments by comparing the sign-in records with appointments
records and will consider a student as showing up for the appointment if all three conditions below are
met:

1. The student signed in within the appointment’s sign-in window: The window is a period
of X minutes before the appointment's time to Y minutes after it. The administrator defines the
appointment’s sign-in window by setting X and Y in the Setup page of the Set Appointments
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module, or through the Control Panel. For example, if X is set to 10 and Y is set to 15 and an
appointment is scheduled at 9:00 AM, then the appointment’s sign-in window is 8:50 AM to 9:15
AM. The student must sign in within this time period to satisfy the first condition.

2. The student signed out before some period of the actual appointment time: The
student must be present for at least some portion of the actual appointment time. So if an
appointment is from 9 AM to 9:30 AM, the student must be signed in at least until 9 AM or the
system would mark them as a no-show for the appointment and their sign-in/our period would
be logged as a walk-in.

3. The student stayed more than the minimum time period: The student must sign in for a
minimum period of Z minutes during the appointment's time. The administrator defines this
minimum period by entering it in the Setup page of the Set Appointments module, or
through the Control Panel. For example, if the minimum period is set to 30 minutes, the
student must sign in for 30 minutes or longer to satisfy this condition.

4. Student signs in to the appropriate class: When the student signs in for the appointment,
the student must sign in to the same class the appointment is scheduled. For example, if the
appointment is scheduled for Algebra 1, the student must select “Algebra 1” in the Activity
Selection screen. If the student selects English Comp 1 instead, the student will be flagged as a
no-show for the Algebra 1 appointment. If you choose, you can select the Bypass Activities and
Tutor Selection screens for appointments sign-ins checkbox in the View Appointments >
Setup > Appointment Options screen and the activity and the tutor selected at the time the
appointment was made will automatically be used at the time of the appointment sign in, hence
making this a non-item.

No-Show Comments

Use the edit box under the no-show table to enter the reason for the no-show. To enter a reason,
simply select the appointment by clicking on it. The selected record will appear highlighted. After
selecting, type the no-show reason in the edit box. The entry is saved automatically.

The comments you enter here will appear in the no-show report.

VOIDING NO-SHOWS

If you would like to void a no-show so it does not count against the student, click on the “Void No-
shows” tab:
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View No-Shows

Show No-Shows

| ¥ Tutor Name
iz, Ceti

. Cindy
:|:| Basoz, Cetin
[1/Basoz, Cetin
[ Basoz, Cetin
[ Bright, Gindy
1 Guzman, Julian
1 Guzman, Julian
O Guzman, Julian
] Guzman, Julian
:|:| Guzman, Julian

Void No-Shows

Activity

|Adv Appt [Advising]

| Adv Appt [ﬁ_d\ri_singl 2
_ENG405— Software Engineering Grafi-Rapoza, Stef_11!27f2018

No-Show to Cancellation

Select appointments to void no-show then click [Void]

Student Date

tro C++ Progr: ng|ElIc|dgett, Chadd |[I9_|’1 A

Programrr _,(| Conner, Jenelle | 10008
Career Placement [Advising] Conner, Jenelle | 12/18/2018
ENG405 - Software Engineering Crabtres, Sarah | 12/18/2018 |
ENG405 - Software Engineering Graf-Rapoza, Stef| 11/12/2018
ENG405 - Software Engineering Graf-Rapoza, Stef 12/14/2018 |
Grafi-Rapoza, Stef:12|'17r2018
|Graf-Rapoza, Stef 12/11/2018 |
|Graf-Rapoza, Stef 121412018

Ady' Appt [Advising]

Mew Stu n_ient [ﬁ_«du'ising] _Graﬁ—Rapoza, Stef 1 1:’26!201_8 |
JP4400 - Java Programming [Cc Rodriguez, Santiat 11/27/2018

Start End
) AM |08:30 AM

) PI|04:00 PM
10:00 AM | 10:30 AM
10:00 AM | 10:30 AW
11:30 AM | 12:00 PM
02:30 PM|03:00 P
10:00 AM | 10:30 AM
03:00 PM|03:30 PM
04:00 PM|04:30 PM
08:00 AM | 09:00 AM
11:20 AM | 12:20 P
08:00 AM | 09:00 AM

Set Filter On

Period
|ﬁ.s Entered :";_:|

From

[sat, sepo1, 2018, 120040 +|
To

[Tue, Dec 18,2018, 113740 +|

Tutor

|-No fiter- &~
Student

|-No fiter- ~ B
Activity

- All-no filter

Apply Filter Clear Filters

This screen is similar to the regular no-show screen, except that now each row has a text box that
allows you to select it. To void a no-show, select it by checking its box then click on the “Void” button.
Voiding a no-show means the no-show will no longer appear on the screen and will not count against
the student when calculating the maximum allowed no-shows per student.

NO-SHOW TO CANCELLATION

If you would like to convert a no-show appointment to an appointment cancellation, click the “No-
Show to Cancellation” tab.
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[ AccuSOL - Build 19.0.0

View No-Shows

Show No-Shows ~ Void No-Shows ~ No-Show to Cancellation

Select appointments to cancel, specify cancelled by whom and click [Cancel]

[ Tutor Name Class
[1/Basoz, Cetin IGP305 - Intro C++ Programmini Blodgett, Chadd
[] Basoz, Cetin | JP4400 - Java Programming [C('Conner. Jenelle
[ Bright, Cindy ~ Career Placement [Advising] | Conner, Jenelle | 12/18/2018 | 10:00 AW | 10:30 AM
[J'Basoz, Cetin ENG405 - Software Engineering Crabtree, Sarah | 12/18/2018 10:00 AM |10:30 AW
[1/Basoz, Cetin EMNG405 - Software Engineering Graf-Rapoza, Stef' 11212018 | 11:30 AM 1200 PM
[ Basoz, Cetin EMNG405 - Software Engineering'Graﬁ—Rapoza, Stef 121442018 '02:30 PM dS:UU PM
[ Bright, Cindy .Ad\u'.-'\ppt [Advising] Grafi-Rapoza, Stef.12.-"1?s'201_8 10:00 AM 10:30 AM
[1iGuzman, Julian  Adv Appt [Advising] Grafi-Rapoza, Stef| 12/11/2018 |03:00 PM | 03:30 PM
[/ Guzman, Julian  Adv Appt [Advising] .Graﬁ—Rapoza, Stef' 12M14/2018 .04:00 F'M.UA:BU PM
[ Guzman, Julian EMNG405 - Software Engineering Graf-Rapoza, Stef| 11427/2018 | 08:00 AM 09:00 AM
[/ Guzman, Julian 'I\Iew Student [Advising] Grafi-Rapoza, Stef'11a’25f2018 11:20 AM 12:20 PM

JP4400 - Java Programming [Ct|Rodriguez, Santiag|11/27/2018 |08:00 AM |09:00 AM

|09/11/2018 |08:00 AM |08:30 AM
10/08/2018 03:30 PM 04:00 PM

Student Date Start End ~|

L

© Cancel by Student
C Cancel by Tutor

Set Filter On

Period
|As Entered JFict :|

From

sat, sep 01,2018, 1200 M ~|
To

[Tue Dec18 2018, 11:374M =]

Tutor

|-No fiter- ~E=
Student

|-No fiter- v
Activity

- All-no filter

This screen is similar to the regular no-show screen, except that now each row has a text box that
allows you to select it. To convert a no-show appointment to a cancellation, select it by checking its
box then click on the “Cancel” button. You may also choose who the appointment was canceled by.
Select one of the three buttons, “Cancel by Admin”, “Cancel by Student”, or “Cancel by Tutor”.
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