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NOTE:  These instructions are for students requesting appointments in the Academic Center 
for Excellence (ACE) at Lehman College for academic coaching, or tutoring in reading, writing, 
and social sciences and humanities courses. You must follow the instructions below to apply 
for an appointment, to identify the area for which you seek tutoring and your availability.   
You will need your EMPLID and you must be enrolled in courses at Lehman College at the time 
of filling out this application. Incomplete and inaccurate applications will not be processed. 
After you complete the appointment request, click “Submit.” Our staff reviews tutoring 
appointment requests Monday-Fridays. You will receive an email once an appointment has been 
made for you. If an appointment cannot be made, our staff will be in touch with you. Please call 
718-960-8175 if you have questions about your request for a tutoring appointment.    
 

 Go to https://appointments.lehman.edu/TracWeb40/Default.html  
 

 Enter the following user name and password and click Login: 
   USERNAME: acetutor 
   PASSWORD: acetutor             

 
 

 Enter your Lehman EMPLID or your name in the following format: (Last Name, First Name) and 
hit Enter. 
                      

Enter this 
Username: 

acetutor 

Enter this 
password: 
acetutor 

https://appointments.lehman.edu/TracWeb40/Default.html
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 Choose ACE Tutoring Application in both boxes (they may already be highlighted). At the drop-
down box “Is this a drop-in appointment? – Choose “yes.” Click “Continue. “Then click 
“Continue” again. 
 
 

 
                                     
 The Surveys Entry box will open.    

 
 Answer all the following questions. Questions 1-6 are personal information questions necessary 

to identify and complete your application.  

Enter your Lehman 
EMPLID 

Choose ACE 
Tutoring 

Application in 
both Boxes 

Click the 
Down 

Arrow and 
Choose 

YES 
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 Complete questions 7-8 is if you are requesting a writing tutoring appointment. Complete 
question 9 if you are requesting Humanities and/or social sciences – tutoring guidance for a 
specific course. Complete question 10 if you want Academic Coaching (assistance with study 
skills, etc…)  

 
         

 For question 11, please check all the times you are available to meet with a tutor. The more 
times you check the higher the probability of matching you up with a tutor, 
especially mid-semester or finals week when demand is high.  

If you want 
writing tutoring, 
indicate reason   

If you want 
tutoring for a 
Humanities-
and/or a social 
science course: 
Indicate the 
course for which 
you need 

 

If you want  
assistance 
with study 
skills, select 
Academic 
Coaching 
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 Questions 12 – 13, please let us know how frequently you want to see a tutor. If you check 
that you want a one-time appointment, we will only schedule you one appointment and the 
next time you want to come in you will have to schedule another appointment, while a weekly 
appointment means you will meet with the same tutor every week at the same time.  

                             

 
 Question 14, please read all of the ACE tutoring policies and check the agree box at the end of 

this question before submitting your responses. Please double check that all the information 

Indicate 
how 
frequently 
you wish to 
meet with 
a tutor. 

Specify if 
you want to 
work with a 
specific tutor 
preference 

    

Check all the 
times you are 
available for an  
appointment 
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is correct.                              

 
 Finally, once you have clicked “Submit Responses,”,you may close the Survey Entry Window. 

Please report to the Front Desk right after you have completed this form for further instructions.  

 

 
After this form is submitted, an email will be sent to you once an appointment is created. If an 
appointment cannot be made, our staff will be in touch to let you know that. Please call 718-960-8175 if 
you have questions about your application. 

PLEASE 
CHECK box 
before 
Submitting. 


