Instructions for How to Request a Tutoring Appointment in the Academic Center for Excellence

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.

O  Go to https://appointments.lehman.edu/TracWeb40/Default.html Enter this
Username:
O Enter the following user name and password and click Login: acetutor

USERNAME: acetutor

PASSWORD: acetutor

(e Enter this
LEHMAN COLLEGE Welcome! Please Log in passwo rd:
Weigome 1o LEHMAN COLLEGE . . User Name{ acetufor X
Leg in here to access Advisorirac and Tutorirac. oo e acetutor
Continving Students: Login using your Lehman Account as Login |
follows:

« firstname.lastname (this is the same as your Lehman email

student instructions for using Advisorfrac \N”hOUT @‘C CU”}’. edU]
« Password (this is your curent Lehman Account/E-Mail
password)

Need Login Help? Click here.

New Students: As you are a first fime user, you must follow all the
steps below:

Step 1: Register your Lehman Account/E-Mail Address. Click
here for the step-by-step instructions fo follow.

Step 2: Retum to this page and login using your just registered
(step 1) credentials as follows.
« firstname.lastname (this s the same as your Lehman email
without @Ic.cuny.edu)
« Password (1his is your curent Lehman Account/E-Mail
password)

O Enter your Lehman EMPLID or your name in the following format: (Last Name, First Name) and
hit Enter.
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scure | bitps//appointmentsehman,edu TracWebE0/main.ds

, Enter your Lehman
Teera | < — EMPLID

Wekome!

Instructional Support Services Program Motice:

This Kiosk is f

mitting applications for buboring ON

Al the Log Student box, type in your CUNYFirst 10 (Emy and hit enter.

he drop down arrow 1s this a diop-in appointment™ Seled yes. Click continue. You will then see your name, dick

= again.

Answer all the guestions and then click submik. Your spplication will then be reviewed and we will schedule an
appointreent for you

If yo

ave any questions you can call 718-960-8175.

O Choose ACE Tutoring Application in both boxes (they may already be highlighted)
down box “Is this a drop-in appointment? — Choose “yes.”
“Continue” again.

_Ghoose A Reason, <]
WVANESSA

FPlease choose a reason and subject for the wvisit:

Selact a Subjact: Salac! a Visit Reasan:
|AGE Tutoring Application - | |[ACE Tuloring Application -

Click “Continue.

. At the drop-
“Then click

Choose ACE
Tutoring
Application in
both Boxes

Click the
Down 4
Arrow and : -
Choose Is this @ drop-in appointments| - ]
YES o ‘
[ Continue |

[0  The Surveys Entry box will open.

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

to identify and complete your application.

Lehman College, Academic Center for Excellence Tutoring Appointment Request Instructions

Academic Center for Excellence, Old Gym Building, Room 205, Phone: 718-960-8175




Instructions for How to Request a Tutoring Appointment in the Academic Center for Excellence

Surveys En E3

1. Full Name o~
Answer:

2. Cunyfirst ID (Emplid):
Answwer:

3. Lehman email address:(@lc.cuny.edu)
Answer:

4. Cell Phone number:
Answer:

5. Home Phone:
Answer:

&. f necessary, may we leave messages about your request on your voicemail or with a

person who answers your phone?

Answer:

Crres

Mo -

O 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...)

Surveys En E3
7. 1 want writing tutoring for: ~
Answer:
O pplication Materials (for scholarship, school, work, etc) If VOU want
CUNY Assessment Test in Reading ey o
\ CJCUNY Assessment Test in Writing ertlng tUtOI‘Ing,

If you want = i -
y : EL.UNY Assessment Test for the Ability to Benefit [ATE) |nd|cate reason
tutoring for a -

Humanities_ 8. | want tutoring for writing, reading, and/or research for a specific course or courses.
‘(al\‘leuse list the course(s) and course number(s) for which you want writing tutoring).
and/or a social | RS | \_
science course:
. ?. | want tutoring for @ Humanities/Social Sciences course. (This is for tutoring in the content of
Indicate the the course or understanding concepts. This is NOT writing. Examples of social sciences and
f h h humanities courses are ACC, BBA, PSY, SPA, SPE. elc)
course tor whic Please tell us for what specific course and course number you seek tutoring. (if there is more
yOU need than one course you need help with, please list ALL of them).

) |Answer:

10. i youw need an academic coaching appointment, please check below, (Academic

\_

coaching provides help with time management, organization, planning, study skills: reading.
If you Want note taking, test preparation, test taking and more. It is NOT content tutoring and it is NOT
writing tutoring.
assistance cademic Coaching B
with study
skills, select
Academic . . ) )
Coachine 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.
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Indicate
how
frequently
you wish to
meet with
a tutor.

Surveys En E3

11. Please check all days and fimes you are available to meet with a tvior or academic -
coach.

(Check as many as apply)

Ansuweer:

PMONDAY
Thosna
[J1 1.8m
Chzrm
Chiem
[l=rra
[Tarra

[ arra
[CsPra
Clerra

Check all the
times you are

available for an
appointment

TUESDAY
Choana
[Th1ama
[ hzrr
Thewa
[Clerm

L S

O 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.

Surveys En <]

o~

12. Please let us know how freguently you want to see a futor:

One-time: We will only schedule you one appointment. The next fime youv want to come in
you will have to schedule another appointment.

Weelkly: You will meet with the same tutor every week at the same time.

Emwer:
e Time Appointment . .
# D\"\Jeeklv Appointment SpeCIfy |f

you want to
13. Please list any preferences (lulor or fimes). We will do owr best to honor your reguest but

g\gsr:\?;r:guumnfee we will be able to do so. WOI’k Wlth a
l ! - specific tutor

14. In order to receive tutoring services. | will agree to the following guidelines and
responsibiliies: Drefe rence

When altending my futoring session, | will bring assignment instructions. textboolk, syllabus,
and any other relevant material.l vnderstand that my tetor will not do work for me or help me
more than | am willing fo help mysel.

I vnderstand that all regularly scheduled tutoring appointments are 50 minuvies long.
Appointments begin on the hour and end at 50 minutes past the houwr.

CAMNCELLATION POLICY: | will notify the Academic Center for Excellence (ACE. Tel. 718_940_

A175) af least 24 howrs in advance. or as soon aos nossible. i | om onaoble o otend a0 session. |

O 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

Lehman College, Academic Center for Excellence Tutoring Appointment Request Instructions

Academic Center for Excellence, Old Gym Building, Room 205, Phone: 718-960-8175 4



Instructions for How to Request a Tutoring Appointment in the Academic Center for Excellence

Is correct.

L. SurveysEntry ]

-~

14, In order to receive tutoring services. | will agree to the following guidelines and

PLEASE responsibilities:
When attending mry tuforing session, | will bring assignment instrections, textbook, syllabus,
CHECK b and any other relevant material.l vnderstand that my tetor will not do work for me or help me
(0).4 meore than | am willing to help myself.
before I vnderstand that all regularty scheduled fvtoring appointments are 50 minutes long.
Appointments begin on the howr and end ot 50 minutes past the howr.
su bm|tt|ng. CAMCELLATION POLECY: | will notify the Academic Center for Excellence (ACE. Tel. 718-2460-

8175) at least 24 howrs in advance, or as soon as possible, if | am vnable to attend a session. |
wnderstand one cancellation is allowed dwuring the semester. i | cancel an appointment

meore than once, | will be dropped from the schedule and my appointment will be given to

someone else.

— NO-SHOW POLMCY: | vnderstand that if | fail fo show uvp to a scheduled appoindment withowt
calling the ACE and speaking with someone or leaving a message with my full name and
appointment ime, my appointmend will be dropped. To cancel, yvou much call vs in advance
at (F18) F60-8175. DO NOT EMAIL THE CEMNTER.

LATE ARRIWVAL POLECY: | will be on fime for my fuforing appointments. 1 vnderstand that | am
are allowed a 10 minute grace period, after 10 minuites fufors are reguired to take walk-ins.

TUTOR OBSERVATHONS: Tulor obsemnvations are part of owr staff development process and your
session may be selected for an observation of youwr futor.

[CIrlease read and agree.

Thank vow for completing ouvr application. A member of cur staff will call vou once we hawve

O 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.

[ Submit Responses ]

Thank you for your submitted responses. You may close this window or review your submission. A

Academic Center for Excellence - Tutoring Application
1. Full Name

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.
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