
Reserving a Consultant Online Using TutorTrac 
To make an appointment with a consultant from The CMC Writing Center, please use the 
following guide. 

1.  Logging in for the first time 
- Using any browser (such as Firefox or Internet Explorer), enter the following 

address: www.claremontmckenna.edu/writing. Or from the CMC home page, 
select “Current Students” at the top of the page, and under “Academics” on 
the new window, select “Writing Center.” 
 

- On The Writing Center home page, select “Reserve a CMC Writing 
Consultant” in the box adjacent the opening text. 

 
- You will see the following TutorTrac login screen. 

 

 

 

- Enter your CMC network user name and password, which will take you to the 
main menu. 

 

2. Reserving an Appointment 
 

- This is the main menu that student users will see upon signing in.  Please 
check “Confirm Bio” to ensure your contact information is stored in the 
system.  If not, please provide at least your name and e-mail address. 

 



 

- To reserve an appointment, select “Search Availability.” 
 

- In the field titled “Center,” select “Writing.” 
 

 

 

- A number of fields will appear to narrow your search, which include 
 Consultant: the specific consultant you wish to work with 
 Section: the specific subject you want help with 
 Reason: the particular assistance you want with that subject 
 From and To: the date range that you are hoping to book an 

appointment in 
 Time: the option to search for specific hours 
 Days: the option to limit the search to any day of operation.  



 

 

- After providing the information needed, select the “Search” button to find 
available consultant schedules.  Below is an example of what you will see. 
 

 
 



 
- If you only select “Writing” in the “Center” field, you can select the “Search” 

button to find all available consultant schedules (shown below). 
 

 

 

- A new window will open, titled “Appointments Entry,” in order to reserve the 
session.  As an example, the student selects Takako Mino on a Monday from 
9:00-9:30 a.m.  If the student has not provided information in the previous 
fields, these will be available to provide preliminary information for the 
consultant; if the fields have not been selected, that information appears in the 
“Appointments Entry” window. 

 
- In the “Notes” field, you may provide information for the consultant about 

your assignment and what you specifically want to focus on. 



 

 

- When you have provided all of the information, select the “Save” button. 
 

- You should receive an e-mail reminder about your appointment. 
 

- If you select the “Main Menu” button at the top of the page, you will see that 
your scheduled session is listed in the center of the page. 

 



 

- You also have the option to select the   button to cancel your appointment.  
The “Appointment Cancellation” window will open to prompt you to provide 
a brief reason for the cancellation. 

 

 

Note: if you are looking for a consultant who can help with language support (such as 
Spanish, French, or Chinese), please call The Writing Center at x74142 for availability. 

 

Please do not hesitate to contact us at x74142 or writingcenter@cmc.edu if you have any 
questions about signing into TutorTrac.  We look forward to seeing you! 
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