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Today’s Agenda
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* Qverview of the Client Portal Tools
* Fast Facts
* In Depth Reporting
* Account Management

* Now What — Using the Information

* Questions

If interested in learning more about our student services, who are tutors are, our new
SAT/ACT Essentials service or reporting/statistics please visit the Client Resource Center
to sign up for our general training session. www.tutor.com/clientcarelib/training
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What is the Client Portal?

* Monitor Program Usage * Peek at Student Sessions * See Reports * Plan and Promote

Client Portal —

My Dashboard | User Accounts | Bulk Loader | On-Demand Repots | Morthly Repon Archive |

All data current as of: S52017 Wiewr clats for: Last 30 Days | Last 50 Dovs | custom dats rangs

2 My Contract
Detauht Contract Group - Contract 1D 4326

A%/ BARY sassions usad (%)

£449 vesaions remaining (G1%)
Contract snds 12312017

st admen

non 2t admrs

5982 % ~6.8%

ot ormmand fute SUrvy reSponse fae

® 22.06 @ 4.97/5
) seasion lengh avp studerd rating
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User Types

Contract Manager * Account Manager

“ 7 Client Portal ot
Ay Daarocrd | e Acoumn | Bus Loaoer | On-Demand Sinports | biany Repert Avcere

A 481 Gurrent 44 ot MRZDNT Vi data bor: 1 L 90 O | Cntoen, e o

srcdrcs com

Account ivianager access inciudes everything except
the overall program usage progress.

Contract Manager access will be granted with
approval from each library’s Director or assigned
Tutor.com Program Manager.

All non-Director and non-Program Manager participants in this training will be granted Account Manager access. For
Contract Manager access, please ask your Director or Tutor.com Program Manager to email approval to

ClientSupport@tutor.com.
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Contract Progress & Fast Facts
My Dashboard

Client Portal " Viewable by Contract Manager

My Dastboard | User Accounts | Bulk Loader | On-Demand Reports | Monihly Report Archive

Al data current as of: S163017T Last 30 Doys | Last &0 Days | cusiom dale ange

¢ Set date range of data
B My Contract
Deiault Contract Group - Contract 1D 4357

i I & Progress towards goal
G40 1 2006 sesnion used (33%) .

BAZ sesaions femining (£7%)
Contract ends 1712018

My Account Team

& Client Services Manager

Selrosancduior com

Fast Facts:
& Sessions
& Active accounts
s e i . : < Active admins
& Session Length
0, v 0,
G?-. ELEE ﬁm-ﬂﬂij ¢ 10.?.7(1..,{2 C',..iifvﬁ < Survey Results
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Client Portal

My Dashboard | User Accounts | Bulk Loader |

All data current as of: 5/16/2017

& My Contract
Default Contract Group - Contract 1D 4357

33% USED
944 | 2826 sesslons used (33%)
1882 sessions remaining (67%)
Contract ends 1/31/2018

My Account Team
DelResarie, Susan

Client Service Manager
Augusta, GA

& susan delrosano@tutor.com
. (646)619-8261

Contract Progress

Overview

Logout
On-Demand Reports | Monthly Report Archive |
View data for: Last 30 Days | Last 90 Days | cusfom date range

TutorPlus programs are assigned a “benchmark goal.”
= Not a maximum session limit.
* If usage exceeds 100% of benchmark, an
increase in cost at renewal time is possible.
Per Session programs measured against totai number
of sessions purchased.
* |If usage exceeds 100% of benchmark, library
should plan to purchase additional sessions
before the contract end date.
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Client Portal

My Dashboard [ User Accounts Bulk Loader [ On-Demand

Al data current as of: 5152017

& My Contract

Contract Progress Measurement

Example & Averages

Default Contract Group - Contract [0 4326

3434 / 88383 sessions used (39%)

5449 sessions remaining (61%)
Contract ends 12312017

Starts in January, so by May 5,
should be just over 41%.

AVERAGE USE PER MONT

£

I 3%

£
~
L

10.41%

R
|
I
]
I
I

JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV DEC
Contract | Monthly | Aggregate Contract | |{onthly | Aggregate Contract | Monthly | Aggregate | | Contract | Monthly | Aggregate
Start Month Start Month| P centage | Start Month Month
Jan 9.47% 9.47%| |Apr 10.36% 10.36% | (ul 3.12% 3.12% | [Oct 11.70% 11.70%
Fab 11% 20.47% |Mav 7.39% 17.75% | |Aug 5.03% 8.15% | |Nov 10.39% 22.09%
Mar 10.33%| 30.80%| Ijun 3.74%| 21.49% | [Sep 10.41%|  18.56% | |Dec 7.06%| 29.15%
|Apr 10.36% 41.16% !:;! Il 3.12%) 24.61% | |Oct 11.70% 30.26% | [lan 9.47% 38.62%
|May 7.39% 48.55%| |Aug 5.03%| 29.64% Now 10.39% 40.65% | |Feb 11% 49.62%
Jun 3.74% 52.29% |sep 10.41% 40.05% Dac 7.06% 47.71% | |Mar 10.33% 59.95%
dul 3.12%) S5.81%| |pet 11.70%|  51.75% | [an 9.47%|  57.18% | |Apr 10.36%|  70.31%
Aug 5.03%) 60.44%| oy 10.39%|  62.14% | [Feb 11%|  68.18% | |May 7.39%| 77.70%
Sep 10.41% 70.85%| |pDec 7.06% 10.33% 78.51% | [Jun 3.74% B1.44%
Oct 11.70% 82.55%| [jan 9.47% 10.36% 88.87% | [ul 3.12%| 84.56%
Nov 10.39%| 92.94%| [Eeb 11% 7.39%  95.26% | |Aug 5.03%|  89.59%
Dec 7.06%  100.00%| [ptar 10.33% 3.74%| 100.00% | [Sep 10.41%| 100.00%




Fast Facts
My Dashboard

Client Portal e

My Dashboard | User Accounts | Bulk Loader | On-Demand Reports | Monthly Report Archive |

All data current as of: 5/5/2017

[@ FastFacts

View data for: Last 30 Days | Last 90 Days | custom date range

Location: | All ¥ | Center Name: Al v | |Update

Al Early A 5

recommend rate survey response rate
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Fast Facts

Example

Scenario: With Advanced Placement Tests quickly approaching, the Teen Librarian plans to
send an email to the AP® teachers at the local high schools to remind them of the Tutor.com
program. The email will be sent to the teachers on Monday, March 6. (Let’s assume spring
break isn’t until April in this school district.)

Measure Results

1. On Monday, 3/27, visit the Client Portal. m
2. Set Dashboard date range to 2/13/2017 — 3/6/2017.
3. Set Dashboard Location to “All.” Ses00s
4. Set Dashboard Center to “Advanced Placement.” .

see all sessions
5. Note the sessions and active students.
6. Then, change the date range to 3/6/2017-3/27/2017.
7. Note the sessions and active students. * 1 2
8. Compare usage after promotion to usage before promotion. A
9. If usage increased, repeat email reminder to teachers on 4/3.
10. If usage did not increase, try dropping off flyers to teachers. see all students

ULOT [ore eron
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On-Demand Reports

Standard & Optional

Le i
Client Portal o
My Dashboard | User Accounts | Bulk Lowmonm Report Archive
Program p Stugent Usage | Individual Student Admin Access
hegou
Client Portal

User Accounts = Bulk Loader | On-Demand Reporis | Monthly Report Archive

My D

Program Snapshol | Student Usage | Individual Student Sess Access

For libraries that are well connected with their local school district, or for those that want more topical detail on sessions,

the Topic Drill Down report is a (no-cost) optional report that details the finer details of a session topic.

Math = Algebra < Linear Equations = Slope, Intercepts, Points on a line

ULOT [ore eron
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On-Demand Reports

Program Snapshot

Program Snapshot Report

Thes report provices a highlevel ovenaew of overall program uiage, including subjects accessed. flonng hours wued, and aggregate shuden-
huded You may run the mport over any date range up ko 180 days. if you nesd

Wnage 023 ower 2 longer date range. please contact your Chant Services Manager ot Clentsupponi@Tce com

Preass scter Progeam Snagshot Fispon parameten

Start Date: | QL0207 End Date: 02080017
WAy Jusr m “Saect 2 fommat ¥ e @

HW gk Gamin Decan  fenail
MarEN MAEN I M MeTGT MaNNY e

SkiflsCenter ™ Usage

W dgiih  BAH DecH P R IT
W AN e Ree NN RnISHT MeINT  ma T

=]

Monthly Report format & data
Filtered by Date Range

Exportabie

Select a format
Select a format

XML file with report data
CSV (comma delimited)
TIFF file

Acrobat (PDF) file

Web archive

Excel

Use Case: Prepare a Quarterly Report for Library Board, Director, Funder, etc.

The
O [fiocer
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On-Demand Reports

Student Usage

= Summarizes usage by Account

« Filtered by
* Date Range
* Student Username
* Student First Name
* Student Email
* Location
+ Center

« Shows

* Account Creation Date
B o * Subjects Used
o e * Minutes Used Total & Period
S * Sessions Used Total & Period
e I * Early Alerts (Ignore)

Use Case: Find a student to feature in a press interview/article.

ULOT [ore cron
.Com
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On-Demand Reports

Individual Student Session

Individual Student Sessions Report s D il ion
This report returns data on all Tutof com seS$ions conducted withn your sekected dale range, with separate colamns fof each 1 etails Sessions
SIW0ENT 3NG MAOT PADCIPANIS, SUDJEC], ANd MOMe. YOU May TUn e TepOrt over any dae range up 10 150 days, If you need usag

date range, please (ontact your Chent Senvices Manager at (henisupport@tulon com

Please enter Indivicual Student Sessions Report parameters * Filtered bv

Start Date: 05012017 End Date: 65162017 « Date Range
Student Username: Student Email:
Student First Hame: * Student Username

* Student First Name
* Student Email

Lecation:

* Location
« Center
* Shows

* Access Point (branch)

* User data

* Tutor Name
e - = * Grade

- - * Center & Subject

T - * Date/Time

» Session Length
Use Case: Create a By Grade By Subject matrix. Search for power users.

ULOT [ore eron
.Com
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On-Demand Reports

Individual Student Session

Topic Drilldown Report

This report shows the specific iopics and sublopics Stuents requested heip with in your selected sutject. You mary i ine repor over &
range up 1o 160 cays: ¥ you need usage data over a longer date range. pleass contact your Clent Senvices Manager af Clentsiunpon !

et ek AN Pl oheaadiar * Details Sessions
Start Date: 011152017 End Date: 051142017

Location: 44 v Conter Mame: | 13 v « Filtered b‘l

Subject:  Algeben v

* Date Range
W e v s * Location
e e ] + Center

‘Absclete Vaiue Equations and Inequaiies X
% * Subject
Migebraic Expressions. 2000 %

Sohing Absclute Vakse Equatons and insqualtes

Add. Subtract Expresseons EN%
Multpdy. Divide, Facior Expressions inchuding Expersets 66T % - Charawre
Varabies and Expresscons 2% ik
ementry Sutstcs s * Breakdown of sessions by
ata Analy s 167 %
Oata Cobecton 058 % percent of scope and
Measures of Data 05%6% N . .
Functions P sequence within a subject
Composton and Operabons on Funcbons. 2%
Graghing Functions and Transformations 27 %
Inverse of Funcbon 056%
Proparbes of Functons - Domam and Range 056%
Properties of Functons - Zeros, End Behavior, Tuming Points. 056%
Solving Problems with Functens 167%
Linear Equations BN

Sina,_Intaarantn_Einsan oo 5L ina. 1Ra %

Use Case: Use to share usage data with the schools to gain buy-in or assist them in better
reviewing for tests. Also can be used to help library create special test review sessions.

ULOT [oreceron
.Com
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On-Demand Reports

Admin Access

Admin Access Report
This report provides dates and times when admins accessed the Client Portal
Please enter Admin Access Report parameters:

Start Date: | 05/01/2017 End Date: 05/17/2017
View Report
4 41 of1 b bl Select a format ¥ | Export &)
MName Mame Level Date
Genersl 5162017
Arcass 82517
am

General 5182017
Actess 83100
=M

Genersl SM62017
Access &37:32

n General 51
Access 1D

.

Adm

in Login Details

Filtered by

Date Range

Shows

Username
First Name

lact Nama
wast vame

Email
Access Level (always general)
Login Date/Time

Use Case: Find most active admin users so they can train other librarians on how to use it. ©

ULOT [ore eron
.Com
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On-Demand Reports

Monthly Reports (The Time Machine)

Client Portal
My Dashbcard | User Accounts | Bulk Loader | On-Demand Reports | Monthly Report Archive

Monthly Report Archive
If you have any problems viewing these reports, please gonfact ys at your convenence

2017 April Report By Location VWith Summary

2017 March Report By Location Vith Summary
2017 February Report By Location VWith Summary
2017 January Report By Location \With Summary
2016 Decemnber Report By Location Vith Summary
2016 November Report By Location \ith Summary
2016 October Report By Location VWith Summany
201& September Report By Location Vith Summary
2016 August Report By Location Viith Summary
06 July Report By Location vith Summary

2014 June Report By Location \ith Summary

2016 May Report By Location Vith Summary

2016 April Report By Location VVith Summary

2016 March Repart By Location \With Summary
2016 February Report By Location Vith Summary
2014 anueary Raport By Location
2015 December Report By Location Vith Summary
2015 November Report By Location VWith Summary
2015 October Report By Location VWith Summary
2015 September Report By Location Vith Summary
2015 Auvgust Report By Location VWith Summary
2015 July Report By Location Vith Summary

2015 June Report By Location \/ith Summary

TALE M Bt Bus | e nrion UArh Comananng

Summany

« Shows all monthly reports that
were ever delivered to a report
recipient since the beginning of
your program’s start.

* Dates all the way back to 2002 for
some programs.

Use Case: Compiling reports that compare year over year when your program is older than 2010. Alsg, a
faster way to view past months’ reports without having to pull them in the Program Snapshot.

ULOT [oreceron
.Com
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User Accounts

Managing Usernames & Passwords

Special Note: For libraries that do NOT want access to user information such as email
address, we can anonymize this section, but that makes account management more difficult.
Client Portal -

My Dashioard | Uter Accounts | Bum Loases | on-Demand Report | sacniny Report

Search Seanch - Remote - N s o
VT e S * Fiiter by Location

Fcse inactive loges

¥ ]
R OO ML 00D

OO ML 00AD

“. *+ Search by first name or

Mabaria GTSUAACATEDE A1, ETSAALATEDE J4 13 R — - o
it s int, I username

Detharia OUBDOT AL LAROC ] DR HAD LAREN ] ’ T : Lo

et BOIERAFSAPBEEYT 101 SATBALYT . < | Ldit

JAYLN FOCSAOW AR I 40, FOUSAORBARA I 40, ¢ o ¢ Edit

i Ay i it * Create new accounts
rharyls AT IENOTIFCSONC.... ATRIFINIOTIFCROC... - i - i

miysh BT ARCE O EDA0M. ABATARCE DO PEASO. . S A ¢ [£7}

Ern TABAYSTIMADACHCHZB. TABEYTTDADACHCIZE. - o < E . 3

o ey e = T Edit current accounts{ passwords
anthey BCASCIATTEDRAAR, NI4T TSEDRAAR A, - o - Edn

Exhan S0 1 AR D1 D 2058 ERADA 1V 389, ¢ e ¢ Eait

Jutie 2062 I YITSFODDRAE 2067 4TS MFO0CLAE . . ’ £

Biyhmds 25CRIIOA41 1 1B FUCRII0AT41 1 BT ¢ +  Edit

PPy Page fof @8 lmiciaie:  Jumpspage g

Use Case: Reset a password for a student that did not provide an email address upon sign-up.
Also, change a username for a patron that received a new library card number or create an account.

ULOT [oreceron
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User Accounts

Create an Account

Student Sets Password | Administrator Sets Password

First Name: Username: Location:
Last Name: Email:

Save Email
|Add Login| Cancel
Note: Temporary passwords are emaded and email are Saving email
resef thewr password in the event thaf they forget it

in the system will grve a user the abiity to

Student Sets Password | Administrator Sets Password

Last Hame: Password:

Add Login| Cance!
Note: Passwords are set but the system does not notify the user of any changes

First Name: Username: Location:

ULOT [ore eron
.Com

18



User Accounts

Account Changes

@Agd Login

Alyssa alyssalouro@gmail.... Test Accesspoint alyssalouro@gmail..

Alyssa alyssatesty Test Accotaons ¥

alyssatestg@iuton ce
Test Accesspoint

Click “Edit” to change name, username, location, email or initiate password reset.
Can also deactivate an account from here.

Special Notes
* Tutor.com Library programs do not include student last name.

e Ifvour lihrar
LU Horar

-
-

o 4 S =il LALLOLTILS, W =R ¥y~ e

* To save email address for password retrieval, “Save Email” box must be set.

» If username is 40 character long gibberish, this is a juvenile child’s account and is completely
encrypted and cannot be searched/found.

uceac reauired accounts/SmartAccounts username must be librarv card #
welS TROLT R0 SLlnnL ST = LMoL T T al i

ULOT [ore eron
.com
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User Accounts
Resetting a Password

My Dastiboard | User Accounts | Bulk Loader | On-Demand Repofts | Monthly Repor Aichive

Reset password
Wou ate about o fesed e passwond for alyssatest@eutor.com
Ciick Reset Passwond b proceed, of chick ‘Cancef

Locabion: | Test Atcessport

Ssarch Raaerh - Test Arcoconoint
WOITE I S et fmi Bt i3 B § hiaciors. £ ot remnt Foe g B
Hide Inactive ioging
400 1000
Al abysaslourolgmall.... Test Accepoint alysalourogmad.... it
Test Accesspaint v - + | g [ ipdage
Ayssa anyssatesti abssatestgbtuton ¢4 * P
et Lancel

Test Accevspoint

1. Click “Edit” for account.

2. If account has a valid email address saved, click “Reset” for account, then at top, click “Reset
Password.” If “Password Reset Error” shows up, then email with reset link bounced.

3. If account does not have a valid email address, type new password into Password box and
click “Reset.” Click “Reset Password” at the top.

4, Provide new password to patron. Ask them to change it in “My Account” section

immediately.
5. Click “Cancel” next to account if no other changes were made.

ULOT [ore eron
.Com
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Bulk Uploader

Creating or Deactivating Multiple Accounts

Not for the faint of heart. We're here to help!

onzbidsadion *  Export full list of accounts
T L « Passwords not included and
skt be o . ¢ e or e Your Lecaton ids

p—

not editable in bulk.

« Import CSV file with list of new
accounts or bulk changes.
* Columns must be in proper
T format & order.
A M D O + Very picky with proper
characters in email address.

» Large uploads can take a few
hours. Do not close window or
click on a different tab.

Start Import

Use Case: Create accounts for all students in a class or program, all at once.
Download a list of all accounts, active and deactivated.

ULOT [ore cron
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Now What?

* Define your program’s goal. Who is your intended audience(s)?

* Speak to your program manager about usage progress. Too low —
proimote more. Too high — prepare reports for increased budgeting.

* Analyze usage: location, grades, subjects. Identify groups you are not
reaching

» Raview the Client Raconurce Canter for materialc that tar
Review the Client Respource LCenter Tor materials that tar

audience.

* Make an appointment with your Client Services Manager to create a
plan.

utor [
S
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Questions?

Contact your Client Services Manager
www.tutor.com/clientcarelib/contactus

£l [ &l

Susan Del Rosario loann Claspill

Sr. Director Library Programs Client Services Manager
Susan.DelRosario@tutor.com Joann.Claspill@tutor.com
(920) 327-2859 (917) 371-3447

Client Support: ClientSupport@Tutor.com
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