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How to Use the Tutor Portal 
The Tutor Portal enables you to: 

 Manage class members enrolled or waitlisted 

 View class members' contact details and emergency contacts if any 

 Mark the roll (i.e. enter attendance into the system) 

 View class attendance over a period of time. 

Please note the screens used in this document are examples from the year 2018.   

Step 1 

Tutor Login 

 

This is the first page you see when you click .  Enter your ID and 

password and click . 

 

Step 2 

Classes  

 

If you need guidance on how to proceed click .  See Step 3. 

Select the relevant class and click  to view its profile.  See Step 4. 
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Step 3 

Tutor Portal 
Help 

 

This page tells you about the Tutor Portal and displays a series of help screens. 

Click  button to get help on Manging Your Class. 

Click  button to get help on Managing Students. 

Click  to get help on Managing the Class Roll. 



3 

 

 

Step 4 

Class Profile 

 

 
The  button lets you update class dates or class places. 

The  button lists the members who have applied to join your class.   
You can also view a list of members on the waitlist in priority order, if one exists.  
Changes to the student list and waitlist can be made as required. 

 

The  button displays a list of contact details (telephone and email) as 
well as emergency contact details for each class member.  You have the opportunity 
to print the list, if you wish.  

The  button enables you to return to your list of classes and select another 
class to view.  

The  button lets you send an email directly from the Tutor Portal to all 
members of the selected class.  See Step 5. 

Click  to record class attendance online.  See Steps 6-8. 
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Step 5 

Emailer 

 

Please note that you don't have to specify a class code as the class is already 
selected at Step 2.   

Also be aware that attachments are not supported by this Email function. 

After sending the email, you need to wait patiently until all members in the class 
have been emailed and the log has been displayed back to you.   

Step 6 

Mark Class 

 

Each session of the class during the selected term is displayed across the top and 
each of members involved in the class down the side.  Days already marked are 
highlighted in green. 

Choose the date you intend to mark from the list across the top of the table and click 

. 
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Step 7 

Mark Class 

 

If the session is being remarked, the result of the previous marking is shown.  

If this is the first time that date has been marked, all members will be shown as 

present.  Just uncheck any absentees and click the  button below the table. 
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Step 8 

Mark Class  

 

To record apologies, ensure the appropriate date has been selected, then click 
the radio button to the left of the person's name.  If the member apologising has 
already been marked present, the apology count will start from the first absent 
date. 

To remove a person from the class, select the reason for the removal.  Then 

click the radio button to the left of the person's name and click . 

 

If the person later rejoins the class, select the radio button to the left of the 

person's name and click  to activate the membership. 

When you have finished and wish to return to the Class Profile, click . 
 


