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Admin

Create your account as an administrator using your first name, last name, email address,

and password.

Note: Sign up

Sign up and login are available with
Single Sign-On.
e Y and start your search

First Name Last Name

Email

Password (Minimum length is 6 characters)

By proceeding you are agreeing to our Terms of Use.

Already have an account? Log in here

Admin Dashboard

Familiarize yourself with your Admin Dashboard and all it’s features.

Step 1:

Click on your icon Dashboard4 " Bookings Messages

Step 2:
Go to ‘Admin Portal’ Dashboard4 " Bookings' =~ Messages ‘

L3

utoring
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Step 3:

Tutors Students Messages Assignments Sessions

Coupons

Use all tabs for corresponding rome
information. Admins will have access to
all tabs including tutors tab, students tab,
messages tab, assignments tab, sessions Q
tab, and coupons tab
FIRST NAME LAST NAME
Mortimer Broadview
Mavis Rathburn
Beverley Dundas

Tutors Tab

S
\ls Approved BTG

LEGAL NAME

EMAIL

mortimer@doc-mail.net

mavis@doc-mail.net

beverley@mailnowapp...

Viewing Approved Tutor Profiles

Admins can view a tutor’s profile details, conversations, sessions, payments, and coupons in

this view.

Step 1:

Go to Admin Portal (refer to Admin
Dashboard: page 3)

IRST NAME

Step 2: Mortimer
Go to ‘Tutors’ tab Mavis

Beverley
Neilson

Nina

Step 3:

Choose a tutor you wish to view and
select ‘View’

OVED

29 6:11 PM

Step 4: 29 51w

If you wish to expand their profile, select e
‘View Profile’

)8 7:43 PM

)8 5:06 PM
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Tutors

Students Messages  Assignments

I Approved I Requests Inactive
LEGAL NAME EMAIL CREATEL

Grant admin access

Disable assignment review

2019-08-29 4:

2019-08-29 5:

2019-08-09 8:

2019-08-08 7:

2019-08-08 5:

Sessions

LAST NAME
Broadview mortimer@doc-mail.net
Rathburn mavis@doc-mail.net
Dundas beverley@mailnowapp.com
Sheppard neilson@mailnowapp.com
Bathurst nina@mailnowapp.com
Beverley Dundas
LAST LOGIN ASSIGNMENT REVIEW o
beverley@mailnowapp.com
2019-10-10 9:44 AM (V] View Profile
Details ~ Conversations
2019-08-30 9:21 AM ®
Subjects
Calculus, Algeb! tatisti
2019-10-09 2:50 PM 0 D alculus, Algebra, Statistics
Student Number
1029
2019-08-211:18 P © View
Faculty
/' Modify Faculty of Science & Horticulture
2019-10-1010:28 AV [ proccace Campus
Campus 4
a
o

& Mark as inactive



Reviewing Unapproved Tutor Profiles

TutorOcean allows Admins to review and vet tutor applications.

Step 1:

Go to Admin Portal (refer to Admin Your Lo Home | Tutors | Students  Messages Assignments
Dashboard: page 3) — ctive

Step 2: LEGAL NAME EMAIL k REQUEST DATE

Go to ‘Tutors’ tab

Step 3:
Select ‘Requests’

jarvis@doc-mail.net 2019-08-29 4:43 PM

jerry@mailnowapp.com 2019-08-09 3:24 PM

Step 4:
. A Your L Home Students Assi Coupons
Choose a tutor who you wish to review
¢ . ) Approved Inactive
and select ‘Modify
e - g = m
(® = o /D
©® View
/' Modify g
4« Process
[*] Assign
Step 5:
Review the tutor’s application
}‘ Reviewing Application...
.ierry M;
Note: —
Make sure to save any changes you
make to their profile. B
Personal Information € \é
Step 6: Your Logo Home Students Assil Coupons
Select ‘Process’ to send the tutor a Aoproved insctive
message, deny them, or approve them , ; ‘
[:d son Wolesloy 2010.08-20430m, ® Doniels. 2019-08-20 442w
) o o [E—— ]|
Note: e /
Sending them a message will not Brocess Jorry © Vview
approve or deny them.
Comments 1 ,Q Modify
4 Process
Send Email Notification -k
B Assign
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Editing Approved Tutor Profiles

TutorOcean makes it easy for Admins to access and edit tutor profiles.

Step 1:

Your Logo  Home i Session: Coupons ;:\::':.mw
Go to Admin Portal (refer to Admin R —
Dashboard: page 3) = 2

T e ‘ ———

Step 2: & -
= - ouraes ettt 201080953 4 wwos s wwweszsom ° Gl
Go to ‘Tutors’ tab and select ‘Approved’ f ““““““““““ e /
e ) . 2 o vin
Step 3: /' Modify
. B Message

Choose a tutor who you wish to edit and B Disable assignment review
select ‘View as user’ Q' Grantsitivsoosss

%

Mark as inactive

View as user Q

Step 4: -]
Click on tutor’s icon Dashboard Bookings Messages Assignments e -

Step 5: ‘)

Beverley D.
Select ‘Profile Dashboard

Profile
Fri h

03 04 Sessions W

Logout

& (] :J:Lo:d VourPIh:to ‘
Step 6: S
. . . , "m".m @ Add School Information
Edit the information on the tutor’s - o
H Sessions
profile
Beverley D.
S e
Ready when you are!
Note: G o 51 5 e
Make sure to save any changes you
make to their proﬁ/e_ Program Information

Program *
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Adding Tutor Availability

Admins can easily add time slots to a tutor’s ‘Availability’ calendar.

Step 1:

Go to Admin Portal (refer to Admin
Dashboard: page 3)

Step 2:
Go to ‘Tutors’ tab and select ‘Approved’

Step 3:
Choose a tutor and select ‘View as user’

Step 4:
Click on tutor’s icon

Step 5:
Select ‘Profile’

Step 6:

Scroll down to the tutor’s availability
calendar and click on a date

Green time slots indicate that the tutor is available
for the full or partial length of the time slot.

Yellow time slots indicate that the tutor is available
for a drop-in session.

Grey time slots indicate that the session is full or
expired, or the tutor is unavailable for that time slot.

Step 7:

Select ‘New Timeslot’ and fill out all
required fields

Note:

Selecting “Apply to only” will only
modify that specific time slot while
selecting “Apply to all” will modify all
subsequent time slots

Administrator Guide

Your Logo  Home i Session: Coupons ;‘:‘:"I:':'“""
Approved Requests  Inactive
Q
T ek °
° s ®
[@ e - o e — [E— - ° L]
@ e sweme
Q@ | = s iershewens - =e @ View
/' Modify
B Message
B Disable assignment review
@ Grantadmin access

%

Mark as inactive

View as user

R

Dashboard Bookings Messages Assignments @)
Beverley D.
Dashboard
Profile
Fri PP
03 04 Sessions W
Logout
Availability Available Drop-In Full / Blocked / Expired
Today = Previous = Next October 2019
Sun Mon Tue Wed Thu Fri Sat
01 02 03 04 05
06 07 08 09 10 n 12
7:00 PM - 8...
13 14 15 16 17 18 19
8:00 AM - 1... 8:00 AM - 1...
20 21 22 23 25 26
7:00 PM - 8...
27 28 29 30 31

Add Availability

’ HH:MM AM

- ’ HH:MM AM Subject / Course

In-pers... ¥ Campus v Learning Centre

Attendees Fixed Duration v

+ New Timeslot
Apply to October 17 only

Apply to all Thursdays

Unavailable

Or apply to many...



Editing Tutor Availability

Admins can easily edit time slots on a tutor’s ‘Availability’ calendar.

Step 1: Your Logo  Home i Session: Coupons : ;‘:‘:"I:':_'“""
Go to Admin Portal (refer to Admin Reauests  inacive
Dashboard: page 3)

¥ o Sostien °
° axvem ®
Step 2: @ — - e I
@ e e .
Go to ‘Tutors’ tab and select ‘Approved’ T = = - /
Modify
Step 3: Message

Disable assignment review

Choose a tutor and select ‘View as user’

oOmmN>-N ©

Grant admin access

%

Mark as inactive

View as user Q

Dashboard Bookings Messages Assignments @v

/

Step 4:
Click on tutor’s icon

Step 5: Beverley D.
Select ‘Profile’ Dashboard
Profile
Fri h
03 04 Sessions W
Logout
ilabili Available Drop-in Full / Blocked / Expire 5 el Per;o"a' inf
Step 6: i - ’ L Bk e & Add school Infor
. . Today = Previous = Next October 2019 @ Add Subjects
Scroll down to the tutor’s availability N L

calendar and click on a date

06 07 08 09 10 n 12

Green time slots indicate that the tutor is available
for the full or partial length of the time slot. 13 1 15 1 7 18 19

9:00 AM - 1... W
Yellow time slots indicate that the tutor is available 100 PM - 3... k

for a drop-in session.

20 21 22 23 24 25 26
Grey time slots indicate that the session is full or R R— R—
expired, or the tutor is unavailable for that time slot.
27 28 29 30 31
9:00 AM - 1... 1:00 PM - 5... 10:00 AM - ...
1:00 PM - 3...

Step 7: Edit Availability

Edit the time slot (i.e time, subject,
location, campus, etc.) or delete the Ov00 [PM] - [ 0500 [FM | Subleet .
time slot opife =

Attendees Fixed Duration v

Selecting “Apply to only” will only
modify that specific time slot while

selecting *Apply to all” will modlify all

subsequent time slots Or apply to many...

Apply to October 16 only
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Messaging Tutors

Admins can message approved tutors through the built-in messaging system.

Step 1: Your Logo  Home i Sessi Coupons & b
Go to Admin Portal (refer to Admin —
Dashboard: page 3) — : )
P - o
Step 2: ) e L - s miont Fr—— s som ®
. , [0 o omse o T[]
Go to ‘Tutors’ tab e - s /
° o e " =2 @ View
Step 3: £ Ve
. s E Message %
Se|eCt Approved 8 Disable assignment review
¢ Grant admin access
Step 4: & Mark as inactive
Select ‘Message’ B Viewas user
Step 5:
Message Beverley X

Type and send the message

Hi Beverley, could you please...

Students Tab

Viewing Student Profiles

Admins can view a student’s conversations, sessions, payments, and coupons in this view.

Step 1:
Go to Admin Portal (refer to Admin Your Logo Home Tutors |Students| Message
Dashboard: page 3)
Step 2:
Go to ‘Students’ tab
Search... Q
Home  Tutors i i Coupons @ ;::.:::vmky
Step 3: s
Choose a student you wish to view and S —
select ‘View’ - — R
iy © Vview h ‘
- 7/ Modiy  \AY
”‘"m B Message
o 8 Disable assignment review
.- © Grant admin access
® ";‘: ::n & Mark as inactive

B} vView as user
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Messaging Students

Admins can message students through TutorOcean’s built-in messaging system.

Step 1: Your LOgo  Home Tutors I;' i Session Coupons e
Go to Admin Portal (refer to Admin
Dashboard: page 3) . v 3

son T ®
Step 2: = y = = o : j

Go to ‘Students’ tab

. ¢ cutsgsocmaiaet ans.09-25 2507w © Vview

B Message
() Grantadmi;a&ss

o — ten
B3 view as user
~  Reset limits
B Remove
Step 3:
Message Emily X

Choose a student who you wish to
message and select ‘Message’

Hi Emily, please feel free to contact me if you need any help)|

B

Sessions Tab

Viewing Upcoming Sessions

TutorOcean allows Admins to view all upcoming bookings.

Step 1' dome Tutors Students Messages Assignments | Sessions | Coupons
Go to Admin Portal (refer to Admin
Dashboard) e
Step 2: END DURATION (MINS) SUBJECT / COURSE TUTOR
GO tO ‘Sessions’ tab 2019-10-11 9:00 AM 60 ACCT 5510 Nina Bathurst
2019-10-16 3:00 PM 60 Algebra Beverley Dundas
Step 3:
2019-10-24 11:00 AM 60 ACCT 5510 Nina Bathurst
H ’
Select ‘Upcoming
2019-11-01 4:30 PM 30 Calculus Nina Bathurst
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Viewing Completed Sessions

TutorOcean allows Admins to view all completed bookings.

Step 1:

. . Assignments
Go to Admin Portal (refer to Admin
Dashboard: page 3)
Step 2: I1S) SUBJECT / COURSE
Go to ‘Sessions’ tab Algebra

Step 3: Algebra
Select ‘Completed’

Algebra

Sessions

Coupons

TUTOR

Beverley Dundas

Beverley Dundas

Beverley Dundas

Viewing Feedback on Completed Sessions

TutorOcean allows Admins to view feedback from a tutor or student on a completed session.

Upcoming In-Progress Completed I

STUDENT

Annette Keele

Annette Keele

Annette Keele

TYPE AMOU
online $0.00 ¢
online $0.00 ¢
online $0.00 ¢

Step 1:
Go to Admin Portal (refer to Admin Assignments Sesslons Coupons
DaShboard) Upcoming In-Progress ql
Step 2:
1S) SUBJECT / COURSE TUTOR STUDENT TYPE AMOU
3 . ’
GO to Se55|ons tab Algebra Beverley Dundas Annette Keele online $0.00 ¢
Step 3: Algebra Beverley Dundas Annette Keele online $0.00 ¢
Select ‘Completed’ _
Algebra Beverley Dundas Annette Keele online $0.00 ¢
. " Your University
Step 4 @ Daniel S.
Select “View Details’
EXPORT AS CSV
NT DISCOUNT AUTHORIZED PAID
AD Free J
AD © Peek
© View Details
AD

Step 5:

SeleCt ¢ Feed baCk’ Session with Beverley Dundas

Reason for feedback ¥ | | Enter any additional infomation

Subject * Algebra

Type * Online

Administrator Guide

Estimated Duration *

Wednesday, Oct 9, 2019

"



Assignments Tab

Viewing Assignments Tab

The assignment review feature allows Admins to view pending, in-progress, completed, and expired

assignments.

-0gO Home Tutors

Step 1:

Go to Admin Portal (refer to Admin
Dashboard: page 3)

CREATED

Step 2:
Go to ‘Assignments’ tab

2019-09-14 2:30 PM

2019-10-02 2:38 PM

Turning Assignment Review On

i Sessions Coupons

In Progress Completed Expired

DEADLINE

2019-09-14 2:30 PM

2019-10-30 2:38 PM

Admins have total control over the assignment review feature allowing them to turn this feature ‘on’

or ‘off’ as they wish.

Step 1: -0gO Home Tutors
Go to Admin Portal (refer to Admin
Dashboard: page 3)

Step 2: CREATED

2019-09-14 2:30 PM

Go to ‘Assignments’ tab

2019-10-02 2:38 PM

Step 3:

Toggle the switch to the right to indicate
“On”

STUDENT

Jane Finch
Daniel S.

Daniel S.

Administrator Guide

i Sessions Coupons

In Progress Completed Expired

DEADLINE

2019-09-14 2:30 PM

2019-10-30 2:38 PM

|| YourUniversity
= Daniel .

Assignment Review ()

TUTOR

Beverley Dundas

Mavis Rathburn

Mortimer Broadview

12



Analytics

Admins can view the activity of all sessions, tutors, students, and payments within the last 24 hours,

7 days, 14 days, 30 days or all.

Default boards available:

« Number of sessions

« Number of tutors

» Number of students
 Busiest times

« Most popular subjects

- Top tutors by sessions

« Top students by sessions

- Payments (optional)

== Tutol

Busiest i

)

rOcean

imes

Home  Tutors

(el A

I . I ]
ECEEE FLF LIS &

Students  Messages

‘
cllizsnnnns.

Last 28 hours

Assignments ~ Sessions

Coupons

mmmmmmm .

Lost7days Lasiadays Lassodors [ Cusom

Students

24

o
SO P S
&S S

Top tutors by sessions
Nina Bathurst E

Beveriy Dundas 2
£ Neilson Sheppard 7
Mavis Rathbu 3
200 Mortimer Broadview 2
Oison sington 1
13% Top students by sessions
Jane Finch 2
Arnette Keele =z
Leste Steeles 3
Denils. 2
Gerrard Woodbine 2
Nina Bathurst 1

Admins can view the activity of all sessions, tutors, students, and payments within a

custom timeframe.

Step 1:

Go to Admin Portal (refer to Admin

Dashboard: page 3)

Step 2:
Go to ‘Home’

Step 3:

Select ‘Custom’ and input the timeframe

you wish to view

Administrator Guide

sages

Assignments

Last 24 hours

Tutor

Tutors

2.0

Sessions

Last 7 days

Coupons

Last 14 days

September 2019

22

29

Mo Tu We

23

30

Clear

Th Fr Sa

12 13 14

1921

26 27 28

Last 30 days m

October 2019 < Students

Su Mo Tu We Th Fr Sa 17

Students over time

4

Apply

13



Support

The Customer Success Team offers support to all administrators through our ticketing system.
All tickets are responded to within one business day. The turnaround time to complete requests
varies depending on the priority of the ticket and the complexity of the solution.

- H Your University
Daniel S.

Admin Management

Contact Support h

Students Return to TutorOce;r/w\)

24 Logout

Students over time

Email us at: matt@tutorocean.com

Contact Us

Category * {. Call us at: 888-568-8867
EI Available on weekdays 9:00 AM to 5:00 PM (EST)

New Feature Request
Existing Feature Enhancement
Technical Problem

Other

Email *

Phone number

Administrator Guide
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TutorOcean’s Customer Success Team wants you to join in their daily live webinars! These support
sessions will be held every Monday through Friday from 2:00pm to 2:30pm EST. In these sessions,

the team will go over the following key features of the platform and will use this time to answer any
questions:

- Sign in/sign up

« Setting up a tutor profile

« Searching for a tutor

- Messaging tutors/students
« Booking a session

«Joining an online session

- Online session checks/preparation (system requirements, allowing browser, preparation cards, etc)

- Key features of the online classroom

The sessions will run for approximately 20 minutes with an additional 10 minutes for questions and

answers. In order to attend a live webinar, visit the following link: https://zoom.us/j/6805447207p-
wd=V|VSMW13Q2JxSHR. See you there!

Video Tutorial: How to Use the Platform

r————

| 2 bll o) 008/7:05

Administrator Guide
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https://youtu.be/wNH4-Ci2gSE
https://www.youtube.com/watch?v=wNH4-Ci2gSE&feature=youtu.be

eTu’rorOcean

for Higher-Ed

Phone Number: 1-888-568-8867
Email: support@tutorocean.com

www.tutorocean.com
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