
How to View GAA Tutoring Hours and Schedule an Appointment on TracCloud 

 

1. Go the TracCloud link. You can find the link on the main GAA Tutoring Center website, 

www.qcc.edu/gaa. The direct link is: https://qcc.trac.cloud/trac/ You will be prompted to sign in 

with your QCC student credentials. 

 

2. You will be brought to your QCC Tutoring Centers main dashboard. On here, you can view all 

three centers’ most current hours and information. You can also view your own upcoming 

appointments if you have any scheduled:  

 

 
 

 

This is your own dashboard; only you will be able to see your own appointments. This is because 

you are logged into TracCloud with your own QCC credentials.  

 

 

http://www.qcc.edu/gaa
https://qcc.trac.cloud/trac/


3. To view the tutoring schedule and to make an appointment: Locate the section on the right 

side that says “See Drop-in Hours or Schedule an Appointment:” 

 

 
 

4. On the first drop-down menu, you can click on either “Find first available immediately” or 

“Choose a date and center.” Both will bring up results, so you can select either one. Then on the 

second drop-down menu, select your class for which you are looking for assistance. (This will be 

your current, specific schedule only, so you will only see the courses you are taking, not a long 

list of every course offered at QCC). Then from the final drop-down menu, select your reason. 

The reason will be one of the three tutoring centers – the Math Center, Writing Center, or GAA 

Tutoring Center – or Technology Assistance. Then click on Search.  

 

This will bring up the “service/reason” window. This is asking you to further specify what kind 

of tutoring you are looking for: 

 

 



If you are scheduling an appointment in the GAA, the reasons you will see are: 

 

Drop-in group tutoring = in person/on campus group tutoring (open to as many students who 

want to come), no appointment needed 

Drop-in remote group tutoring = online/Zoom group tutoring, no appointment needed 

On-campus tutoring = in person/on campus one-on-one tutoring, appointment needed 

Remote tutoring = online/Zoom one-on-one tutoring, appointment needed 

Technology assistance = general technology assistance (any tutor in any tutoring center can 

assist with this)  

 

Once you’ve selected the specific reason you’re looking for, click the blue OK button.    

 

 

5. You will then see the available days and times for the class and reason you selected. On the 

left side, you’ll see the time of the session and the tutoring center it’s in. In the center, you’ll see 

the date of the session and the type of session (group, one-on-one, in person, or online). On the 

right side, you’ll see the tutor’s name and the location of the session.  

 

 
 

You can click the blue “Load more” button to see more available days and times:  



 
 

 

Appointments are only shown up to two weeks in advance. You will not be able to view or book 

appointments more than two weeks from the current date. If you continue trying to load more 

availabilities past the upcoming two weeks, you will see this message:  

 

 
 

 

The above examples are all for on-campus tutoring. If you selected “Remote tutoring” as your 

reason in Step 4, you will only see the online sessions available:   

 



 
 

6. If you find the day and time that you want to book, click anywhere on the available time block 

that you want. You will then be brought to the confirmation page. If you see the correct day, 

time, and modality (on campus or remote) that you want, click the blue Confirm button.  

 



 

 

7. Once you confirm the appointment, you can return to your dashboard/the main page and you 

will now see the appointment on the right side on your calendar:  

 

 
 

 

8. You will also immediately receive a confirmation email to your Qmail with the session 

information, including the date and time, the location (the room number and building if it is in 

person or the direct Zoom link if it is online), the course, and the tutor’s name:  

 

 
 

You will also receive a reminder email a day before the session. If you accidentally delete any of 

your confirmation emails, go back to Step 1 and log into TracCloud. When you’re logged into 

TracCloud, you will always see your upcoming appointments scheduled on your calendar on the 

right side of your dashboard with all the information you need to know:  

 



 
 

 

9. If you are on Step 6 and you don’t find any availabilities in your first search: Click on the 

three dots box on the right side of your search box:  

 

 



That will bring up different search options you can use. You can continue to select your search 

filters from there until you find what you are looking for:  

 

 
 

 

10. Still can’t find any tutoring availabilities? You may not see any availabilities at all for the 

course you selected. If you do not see any available days or times for the subject you chose, go 

back to Step 4 and try a different reason. For some subjects, we may have more in-person 

sessions than online, or more group tutoring available than one-on-one.  

 

If you are definitely in need of the one reason you are looking for – for example, if you really 

want a one-on-one session and not a group session or you really want an online session and not 

an on-campus session – or, if you try different reasons and you still don’t see any availabilities at 

all, click on the dark blue Report Unable to Find Drop-In Hours and/or Appointments button:  

 
 

This will bring up a notes box where you can tell us what you were looking for and didn’t find. 

Fill in the information in the boxes and click the blue Submit Report button. This report is then 

immediately sent to the GAA Tutoring Center, and someone will email you back to help you find 

what you’re looking for:  

 

 



 


