Tuition Management System — Tutor User Guide

Logi

Log in to the Fleet Tutors website and select Tutor Log In

SUBMIT PRIVATE CLIENT SESSIONS

Email:
Password;

School Year:
2018 - 2019

v Login

Select the relevant school year using the drop down list [ before logging on.
NB The school year runs from September to August.

Changing the school year from the Schedule page

Fieat Tutors

chedules (V18)
UK - Private Sector - ALL SCHOOLS/LOCATIONS
Show 15 v entries
] Client Status Start
14 Gontersweiler, Cristina  Active 04-07-18
Showing 110 1 of 1 entries

Roderick Archer (Tutor) =
C+ Logout

# Change Password
ALLMONT g Knowledge Base

Switch Year

- Archer, Roderick (A =

L>ann NRE NREF LR

Tot Hrs  Tutor Session Type Consultant Madified
74:00 Archer, Roderick Private - In home Amanda, Sampson 06-08-18
prevous [ wen

Fleet =i~ Tutors

As you can only view and submit sessions if you are in appropriate school year you may need to change the

school year from the Schedule screen.

Click on your name

Select switch year and select the appropriate school year on the following screen.

Creating Sessions

Status Start
Active 09-04-18
Active 10-04-18
Awalling 15t Session 110418

UK - Private Sector = ALL SCHOOLS/LOCATION

ALevel 1:00

Permissions, Test (, ~ ALL MONTHS ~
LN CHE]
Tot Hrs  Tutor Session Type Consultant Modified
400 Anne. Englsh 12-04-18
Anne. Englsh 1:04-18
1:00 Loma, Scowen 1-04-18

From the Schedules Screen (Home screen) Click on the appropriate client assignment schedule ID

. Create Sessi
number to open the Schedule Details screen and then select

NB. You can only create sessions if the assighment status is showing as Active.
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To create a single session:

Select

Release Dates/Times

Fleet =~ Tutors

button on the right hand side of the create session screen to allow you to
add the dates and times as follows:

@ Create Sessions

UK - Private Sector - In Home
Class # Maths GCS
@ Session Notes
Subjects/Levels
Maths - GCSE

+ Add Row

Permissions, Test (Active) v

d
Start Date d Date Recur Every
17-03-18 17-03-18 1
weeks
Day Start Time Duration
Sat ~ 02:45 pm 1:00 ~
Total'= ars: 1:00

b C

Private - In home v

+ Add Row

|
Cancel Add to Schedule |

Qo0 oTo

Select the appropriate date of the lesson with the same end date.
Change the day of the week to match the date.

Select the start time.

Select appropriate duration to ensure ‘Total hours’ has a value.

Select ;J

To create multiple sessions: Recommended if you have regular sessions over a period of time

a.

Select start date and different end date which would be the end of the month or end of tuition
programme.

Select the day of the week tuition occurs.

Select duration to ensure ‘Total hours’ has a value.

Add to Schedul
Select

NB. Should there be two sessions per week you can select +Add Row and select the second day of the week
before adding to schedule.

Submitting a Session for payment

& Schedule Details - 5
Total Hours: 8:00
Student(s) Details Tutors Log
Sessions
b4 Create Sessions Submit Sessions
Show 10 v  entries AL E I
ID Date Day Time Duration Class # Location Session Type Tutor Sub Org
17 03-04-18 Tue 300 pm 1.00 English GC3E In Horme Private - In home Wilson, Mark YES WS
18 10-04-18 Tue  300pm 1:00 English GCSE In Home Private - In home Wilson, Mark Yes M5
18 17-04-18 Tue  300pm 1.00 English GCSE In Home Private - In home Wilson, Mark Yes M5
20 24-04-18 Tue  Z00pm 1.00 English GCSE In Home Private - In home Wilson, Mark Yes MS
\
4 “ 13 01-08-18 Tug  300pm 1.00 English GCSE In Home Private - In home Wilson, Mark No MS
14 08-05-18 Tue 300 pm 1.00 English GC5E In Horme Private - In home Wilson, Mark No MS
15 15-08-18 Tug 300 pm 1.00 English GC3E In Horme Private - In home Wilson, Mark No S

In the Schedule details screen you can view all your created sessions for the assignment.
If session has not been submitted yet ‘No’ will show in the Submitted (Sub) column.
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If a session did not take place you must tick the tick box next to the session ID and delete by clicking on

-

the icon.

To submit sessions for payment:
Place a tick to the left of each session you wish to submit (checking date and duration*) and select

Submit Sessions

*If an amendment to a session needs to be made, eg, duration, click on session ID number
to open up the session details screen.

© Session Details - 10511615 Schedule 1D - 91147

Previous Next Submit Cancel Save

UK - Private Sector - In Home: A Permissions, Test (Active) = Private - In home v

Class| Maths GCS| |Dale 17-03-18 SlaiTime 02:45pm  Duralion {.0p -

@ Session Notes:

Show 100 v enlries cwlslp e

Attend  Student LA MA sc HI GE Student Note Report Meal App Inv

Black, Wendy 1:00 000 0:00 000 0:00 v v x

Showing 110 1 of 1 entries Previous

Check date and time details are correct.
Select Submit and then Save.
Session has now been submitted for payment.

IMPORTANT: Once submitted you cannot make any changes to the session so submit sessions AFTER the
session has taken place. Please ensure all sessions are submitted by the end of each month.

Logging Out of the System

JK- Private Sector = I A * | Archer, Roderick (A ALL MONT

Switch Year

ol el R e

Status Start Subject Level  TotHrs Tuter Soss| Wodied

02-08-18

ina Active 040718 Roigo, Secon. 3300  Avcher, Roderick

Click on your name
Select Logout

% %k %k %k %

Use @ symbols for additional information as you use the system.

If you have any concerns, or need assistance, please contact the private client team on 0333 920 2585.
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