
TutorTrac Instruction for Tutee 
Insidepacific 

 
Tutee: The following instruction is to schedule appointment to meet with a tutor at their 
available time. 
 
TutorTrac Login through InsidePacific 
 
Follow instruction on the “Add New Channel Luminis” document. 
 
To Make Appointment:
 
 

 
Figure 1.2: Login Screen 
 

1. Click on “GoTo” tab and select Main Menu. 
 
2. On the menu bar select “Make Appointment”. 
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Figure 1.3: Search Tutor Option 
 

3.  In the “select a center:” box, select “Tutorial_Services”. 
 (Note: This will limit to search only the tutors in Tutorial_Services 
 center.) 
 
4. Enter the time period to search for available tutor in the “Available from:” 

the start date and “to:” the end date. 
 
5. There are 4 options to search by: 

 
Option 1: Tutor 

• Select the tutor name you will like to search for available 
appointment in the “Tutor” field and click on “Search”. 

 
Option 2: Specialties 

• Select the course to search for available tutor in the 
Specialties area (bottom right) and click on “Search”. 

 
Option 3: Search All Available Appointment 

• Leave the field blank.  Click on “Search” to find all tutors 
with available appointment. 

 
Option 4: Tutor with Specialties 

• Combination of Option 1 and Option 2. 
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Figure 1.4: Result Screen 
 

6. Scroll to the bottom of the screen and in the “Search Results:” area it will 
list the available tutor and date that met your search option(s). 

 
Note:  Appointment can only be scheduled within 30 days of the current date. 
 
7. Under the “Availability” column, click on the time (Ex: “I - 2:00 PM – 

3:00PM”) for the tutor you will like to make an appointment with. 
 
        

 
Figure 1.5: Appointment Information Screen 
 

8. Click on “Save Appointment” in the Appointment Information Screen to 
save the appointment. 
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Figure 1.6: Appointment Screen 
 

9. Appointment Screen will appear on the screen, with summary of your 
tutor appointment. 

 
 
 
To CANCEL appointment, please notify the Tutorial Clerk 24 hours in advance by 
calling (209)946-2437. 
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