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Facebook.com/RasLLC
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How to register as a tutor

e Go to your campus specific link as listed in the Tutor Excellence Guide Online Tutoring Tab. Select the
link that corresponds to your campus.

e Faculty please use prof.ras.rasmussen.brainfuse.com

e Click on Register as a Tutor at the bottom of the page.

e Fill out the form with all of the required fields. Please use your campus code followed by your first
name as your user name. Ask your LCC for the Campus Code. Add your last name to the end if your
user name is already taken. (example: BLNdaniel)

Username:

Password:

* required field

Applicant Information:

*User Name: : (Please use your first name and last initial vith ng
*Password: (4-8 characters)
*Re-enter Password: | ‘

*Password Hint: |- Selecta questionto answer—- ¥

|

*Password Hint Answer:

*First Name:

|

J (1112223333)

*Your Email:

*Home Phone:

|
|
*Last Name: } ’
|
|

*Work Phone: [(1112223333)

rasmusseir.eut


prof.ras.rasmussen.brainfuse.com

e Select the area that you are approved to tutor in and select English as your language.
e Subjects are organized by program area.

e If you are eligible to tutor in more than one area, please select any/all areas that you are eligible for. If
you are not sure if you are eligible to tutor in a subject, please contact your manager.

e Subjects and languages can be edited later. Select the field that you are sure of and click submit at the
bottom of the page.

Search Subject x P
Subject English Spanish Polish Chinese
Selected Subjects
Geometry Cenglish Ospanish Cralish Ochinese
College Writing Cenglish Ospanish Cralish Ochinese
Principles of Finance Cenglish Ospanish Cralish Ochinese
Psychology < [Eenglish [Cspanish Cralish Cchinese
Intermediate Coding Cenglish [spanish Cralish Cchinese
Ambulatary Care Coding Cenglish [spanish Cralish Cchinese
Basic Coding Cenglish [spanish Cralish Cchinese
Others
Prearranged Lecture Class Cenglish [spanish Cralish Cchinese
Brainfuse MEET Cenglish [spanish Cralish Cchinese
Math
Advanced Algebra Cenglish [spanish Cralish Cchinese

e You will see a new page that confirms your registration. You can log into Brainfuse with your tutor

login with your new user name and password from here.

e Please bookmark the site where you will login to Brainfuse from. You will need to access that website
every time you do your tutoring shift.

Rasmussen College Tutor Registration 0

RASMUSSEN

GO Lk G}

Thanks for registering with Brainfuse, rasdemotutor. Please click here to login.

A confirmation email has been sent to erin.lasley@rasmussen.edu. Please check for more information.

rasmussen.edu



How to schedule a Prearranged Session

Once you log into Brainfuse with your username and password, you will see following image, whoing

the scheduled session for the day (if there are any).

| Your Session(s):

PA: Pra-arranged Class

HOME My Schedule Personal Message Center Miscellar

To schedule a new session, you will click
“Add New Session.”

This only applies when scheduling a ses-

Type Stort Time — End Time () Desaription  Finished sion for a student at your own campus.
Today 9:30 AM (C5T) - Today 10:30 AM ) )
) o Fi | & 1t vy .
) B To schedule an appointment for a stu-
14 Today 3:00 PM (C5T) -- Today 3:15 PM \f
(csm . . dent from other campuses, you need to
PA ':c'l:-;lldv 3:30 PM (C5T) -- Today 4:30 PM Business Law h d I ”M ) . h h
- Today 5:00 PM (CST) -- Today 5:30 PM Sod schedule a eet session t roug
e _ Brainfuse or have your Learning Center
Add New Session
TA: On-Call Coordinator set it up for you.

Category Prearranged Private [~ ]
Tutor BLMANnna

Account Rasmussen Online
Student(s)

Double click on the users list from the left or click Add to add users to th
participants list on the right. Hold the Ctrl key to select multiple student

1

136033 [~ ] 134574
136423 -
138082 | Add >>
147148
154265 |
154266 | << Remove
154267 |
2 154268 |~ |
Description  Statistics [+]
Notes 3 Student: Dan Parke B
Subject: Statistics
Modality: Online
=
Start Start Date  Start Time  Duration
4 02272014  4:.00PM 30 X
End End Date End Time -
0272772014 H:30PM I Allow me to edit the end date
Recurring @ NOT recur
5 ' Recur Daily for days
' Recur Weekly for weeks
Recur Monthly for months

“"

Please select the type of session you wish
to schedule.

On-Call . Prearranged

Sessions

Schedule sessions with a
particular student(s).

Be on-call for students
who want to connect to
the next available
instructor in the subject(s)
you are registered to
teach.

Click on “Select” under
“Prearranged Sessions.”

Find the students in the left box and add to the right
box by clicking “Add.” (You only see students at your
own campus)

Find the subject under “Description” dropdown box.
Make Notes about the appointment

Set the date and duration (Central Standard Time)
Chose Recurring option

Add Session” when you are done



Create a “Meet” session

A meet session is a way that you can set up a session with one student or a select group of students at a
specific time. You would need student’s email address to set up a session through this function.

HOME My Schedule Personal Message Center Miscellaneous

From the home

My Calendar

page, click on
“My Schedule” and

fe: |4/20/20 My Preferred select “Meet” from
T T R : the drop down.

i~"| My Tentative
 are your ¢ Sessions

Enter in the e-mail addresses of
Invite Participants any student(s) that you want to

Please invite meeting participants by entering their e-mail addresses. Sep| invite to your session.

Set the start and end times of
the session, and enter a descrip-
tion which includes the name of

the student, the course and the
Enter Start and End Times modality.

Click send and the link will be

Date Tirmne Duration

031032011 11-45 AM 60 S sent to the students to access
your meet session.

End Date End Time

03/03£2011 12:45 PM

MEET™

Describe Meeting Study with friends online

Your description will appear in your message to participants.

rasmussen.edu



How to confirm a requested session

When student request a tutoring session via Brainfuse, you (the tutor) and your Learning Center Coordi-
nator will receive an email as shown below. This notification will go to your student email account.

-4

«lgnore x EaReply B |33 000LcC 2% B (v | [aa] ¢ \
v 1 Al . . - Nj
©Junk =@ Reply All ¥ t@ To Manager >
Delete ;r = Move Tags Editing Zoom
¢ Forward =33 ~ (33 Team E-mail v = -_] v v v
Delete Respond Quick Steps Move Zoom
From: Brainfuse Schedule <schedule @brainfuse.com> Sent: Thu 2/27/2014 6:42 P!
To: daniel.parke @smail.rasmussen.edu
Cc #| Anna Phan
Subject: You have tentative sessions in your schedule!
Dear Daniel Parke, .

Congratulations! You have successfully been matched with one or more students. Please
login to vour tutor home page and click on the My Tentative Schedule.
Or Click here to verify the schedule. Sincerely,

Brainfuse Online Tutoring
www.brainfuse.com

Either the tutor or LCC can
confirm this appointment,
but this needs to be done as
quickly as possible to let the
tutee know the requested
schedule works (or not).

You can click “Click here” to
jump right onto the Brain-
fuse to confirm the request-

ed session.

| |Start Date End Date Description
tentativeEmail ConfirmSubmitRasmussen.xml
i e 3/4/14 11:30 AM  Tue 3/4/14 12:30 PM  Coemputer Focused Principles APhan
tion Online

tnnfiy | Delete |

Student (Account)

Tutor

BLN_danielparke

(Rasmussen Online)

e Once you log into the Brainfuse, check the appointment you want to confirm and click “Confirm.”

e If you need to decline the appointment, you click “Delete.”

e You can also access to this confirmation page through “My tentative Sessions” under “My Schedule.”

HOME Schedule P nal Message Center Miscellaneous

My Calendar

Meet™

“¢ Please confirm the following tentatife se: jyy preferred ck tl

Schedule

My Tentative

Tue 3/4/1

tentati
D Tue 3/4/14 12:30 PM
Location Online

Delete

130 PM Fin ial Accounting 1

Confirm

checkbox in front of each session, then click on the Confirm button

BLN_danielparke

rasmussen.cuu



How to Confirm a requested session, cont.

Another way to confirm the session is to go to the calendar from the home page by clicking My Calendar.

HOME Mv Schedule Personal Message Center Miscellaneous
My Calendar

Meet™

My Preferred
Schedule @ = | ]

5T. If it is not correct, click here.
My Tentative |

Sessions arch 2014 I

Unconfirmed sessions will appear in light blue. Hover over the unconfirmed ses-
sion and click “Confirm.”

5-
S:30 BIN_danielp

9:30- 10- 10:30-

10:30 BLN_caniehij 11 BLN_PStuber 11:30 BLN_PStubdd
10:30-

11:30 BLN_caniel

11:30-

12:30 BLN_caniel

- Pre-arranged Class
Time: 12:30 pm to 1:30 pm

Subject:Payroll Accounting

Language:English

Attendees:BLN_danielparke APhan Location:Online
More Detalls

rasmussen.edu

9:30-

10:30 BLN_daniel
1-

3 BUN_canieiparis

2-3BL




How to view scheduled session

When you set a tutoring session, it will automatically appear in the Brainfuse calendar letting students know
of your availability. You can also view scheduled appointments in “My Calendar” under “My Schedule.”

e If you hover over the appointment (highlighted in Blue), you will see the summary of the appointment.

HOME Mv Schedule arsonal Message Center Miscellaneous
My Calendar
Meet™
El My Preferred
Schedule @ = [rmmemmemmemmemessee s i
5T. If it is not correct, click here.
Y O A I | e e e e e !
Sessions arch 2014
on Tue Wed Thu
2-2:30 BLNAnna 3-4 BLNAnna
Pre-arranged Class
Time: 2:00 pm to 2:30 pm
Subject:Statistics
3 4 Language:English 5
Attendees:BLNANnna NicolasMondragon
Notes:Online
More Details
10 11 12 13

HOME My Schedule Personal Message Center Miscellaneous

(=) Pre-arranged Calendar - Windows Internet Explorer = &

I httpe//www brainfuse.com jsp/calendar/events_detail jsp?pa=truefievent=4385747 8idate= EviewStyle=Poppup 2

Tutor: BLNAnna e If you double-click the
Session ID: Gassre appointment, you will
Session Mode: 100 Pre-arranged

Starts: 02/ i 014 02:00 PM see detalled descrlpt'lon
Ends: 02/26/2014 02:30 PM 'I

Language: English f h in men
Description: Statistics orthe appo tment.
Motes: Online

Modified By: BLNANNa

Date Modified: 02/27/2014 02:48 PM

Lessons:

Students: NicolasMondragon

Update Participants Only | Update Other Info | Delete | Copy | Substitute Tutor |

rasmussen.euu



How to edit your session

If you are unable to attend your session or need to change the time, it is very important to edit your session
to update the calendar to avoid student confusion and frustration.

e To edit your session, click on “My Schedule” and then “My Calendar.” Find the session that you need to
edit and click on it.

Tutor: BLNAnna

Session ID: 4385825

Session Mode: 101 Pre-arranged (Lecture Mode)

Starts: 02/27/2014 03:00 PM

Ends: 02/27/2014 04:00 PM

Language: English

Description: Brainfuse MEET

Notes: Name: Dan Parke Sub: Math Modality: Online

Modified B-y: BLNANNa e Click on Delete to delete the session

Date Modified: 02/27/2014 03:14 PM

Lessons: e Click on Update Other Info to edit your session.
Students: DanielParke [X] [R]

Update Participants Only | Update Other Info | Delete | Delete Recur | Copy |
Substitute tutor |

Please briefly input the reason for deletion:

©
e Be sure to click delete to con-

firm. Itis unnecessary to pro-

vide a reason or send your can-

Please check if you want any party to receive email about this change:
® No © send to tutor
O send to students © send to all

©

When you click on the Delete button, the session(s) will be deleted, and the party you selected will receive email notification about this change

| Delete | l Cancel |

rasmussen.edu




How to confirm and edit sessions for others

If you need to view a schedule for another tutor or schedule an appointment for a student with a tutor

other than yourself, you can use shared account with following information. Generic login information

is listed below:

Username: rasmussenschedule

Password: rasmussen

To Confirm requested session, you will click “Tutoring Calendar.”

Users

&

HOME Search

REGISTER
View/Edit
Search

User Categories

Users Select an Account

Tutors

m Tutoring Calendar

Rasmussen Blaine
- Select an account —

Please select an account from the drop down below: Timezone: CST

~] |- Select a school - [=] | Enter Subject - [=]

Rasmussen College
Land O' Lakes
Rasmuss Bloomington
Rasmussen Appleton
Rasmussen Aurora
Rasmussen Bismarck
Rasmussen Blaine
Rasmussen Brandon
Rasmussen Brooklyn Park
Rasmussen Eagan
Rasmussen Fargo 2
Rasmussen Fort Myers
Rasmussen Green Bay
Rasmussen Lake Elmo
Rasmussen Mankato
Rasmussen Mokena/Tinley Park
Rasmussen Moorhead
Rasmussen New Port Richey °
Rasmussen Ocala
Rasmussen Online
Rasmussen Overland Park
Rasmussen RAS Online
Rasmussen Rockford
Rasmussen Romeoville 6
Rasmussen St. Cloud
Rasmussen Topeka
Rasmussen Wausau

23

Mon

March 201

Tue

3

10 1

4
9:30-10:30 BLN_danielparke 10-11|

-

-

17 1

«

24 2

w

rasmussen.edu

Chose your campus under the
“Select an Account”

Click “Filter” to view the calendar.

You can confirm or edit the session
by clicking on it.



How to schedule a session for another tutor

Using the shared account, you can set an appointment for student with another tutor.

HO

Search Results: 1 results

| Send Email | Assign Quizzes | Edit Subjects

Refine Your Search:
What would you like to search fg

Student Info Account Contact I

o Please fill in search criteria:

¥ Search UseNg

daniel.parke@smail.rasmussen.edu

Ycheduled Session

Click “Students” under Search

Click “Tutor Info” and type in tutor’s
First and Last name and click
“Search” at the bottom of the page.

Once you see the appropriate tutor,
click on the username to get into his/
her account.

® AND
® Ao -ﬁ BLN_danielparke
9 AND } Main User ID: 300724
joaal ] S Tutor Name: Daniel Pa
Email: | 1 @ _AND - Display Name: Daniel Pa
Subjects Address: 3629 98t
Session Logs Bla_lne, M
United St
Click “Session Schedule” '{e“ion SChEd‘De Email: daniel.pa
Preferred Schedule Work Phone: (763) 79¢
Home Phone: (763) 79¢
Quiz Feedback IM ID:
] PA m 49:30AM -- T 4 10: :
] - ue 3/11/2014 9:30 ue 3/11/2014 10:3 L i ities Status:
u -
Time Sheet Rating: 3
IA Tue 3/11/2014 10:30 AM -- Tue 3/11/2014 11:
Week 12:
] PA Thu 3/20/2014 9:30 AM -- Thu 3/20/2014 10:3
Sub
IA: On-Call
PA: Pre-arranged Class

View All Schedule | Sub Selected Sessions

-

Add New Session

Click “Add New Session” at the bottom of the
“Session Schedule” page



How to schedule a session for another tutor, cont.

e Click “Select” under Prearranged Sessions

On-Call Prearranged
e Click “Search Student” and look for the tutee. Sessions
. . . Be on-call for students Schedule sessions with a
e Search student by putting his/her First and Last Name who want to connect to particular student(s).

e Check student and click “Select.”

caraar I\CBUllB =2 TESUTtS

] AdminPhan Anna Phan anna.phan@rasmussen.edu Rasmussen
-~ College

1 AnnaPhan Anna Phan anna.phani@smail.rasmussen edu Rasmiissen

the next available
instructor in the subject(s)
you are registered to
teach.

|_Select | ( EXxN

Y Category

APhan  Anna Phan anna.phani@smail.rasmuss|
Tutor

Refine Your Search:
° What would you like to search for: Student(s)

Student Info Account Contact Info Tuto

o Please fill in search criteria:

Username: ’
A . ccount-- [Z]

First Name: ‘anna

phan {

Last Name:

Description
¢ Once you click “Select,” student’s

name should be listed on the Notes

right hand box
e Insert rest of the information

such as Description (subject), Start

Notes, Scheduled Time and click

“Add Session” at the bottom of End

the page.

Recurring

rasmussen.edu

Prearranged Private z

BLN_danielparke [z

<Select } I
ﬁ% I < or J| Search Student }Search Tutor

Double click on the users list from the left or click Add to add users to th
participants list on the right. Hold the Ctrl key to select multiple students

( AnnaPhan )

d >>

<< Remove |
d

Start Date  Start Time  Duration
02/28/2014 5.00 PM 30 =
End Date End Time
02/28/2014 5:30 PM TJ Allow me to edit the end dat
9 NOT recur

Recur Daily for days

Recur Weekly for weeks

Recur Monthlv for months - |




How to access your session

e Login as a tutor using your username and
password.

e Click on the Orange Hyperlink Time to enter
the session.

HOME My Schedule Personal Message Center Miscel

Start Time -- End Time ()

Type Description Finished
Today 9:30 AM (CST) -- Today 10:20 AM
PA ocay o (csm oday 10:30 Financial Accounting I v
(csT)
Today 3:00 PM (CST) -- Today 3:15 PM
| con v
pa | Today 3:30 PM (CST) — Today 4:30 PM Businass Law
(CcsT)
T 100 PM — T :30 PM
PA oday 5:00 (csm oday 5:30 Social Studies
(csT)
Add New Session
IA: On-Call

|| PA: Pre-arranged Class

X || B

{ J brainfuse
. Orintuse Whiebowr - o ireox == e Leftimage is the screen you would see
Saion Hiots NG (0 & weeboicmcom - v, = AMS6TTE ﬂ . .
ot s & BICIE L ) when you log into the session
Descriggon:  Busieass Law | [ e—
e _ e As tutee enters into the room, you will
P =1
Lssen Y | see student’s name under yours and
St
o chat box will let you know that stu-
y dent has logged in.
+
- * You need to pay attention to this partic-
2]
= ular page as Brainfuse will NOT notify you
o about student’s entering any other ways.

BrainShare

Brainfuse session allows you to share documents
through BrainShare.

[ [c[=] o <]}

e  Once you click the Brainshare Icon listed on top of

your page, you should see a box to upload the file.

7]

ey

[ [ [# |\ |3

New Board « Ba

| 9 sl @] | s | 27| et

Hi BLN_danielparke,
To share your document, do the following:

1. Click the "Browse” button to locate the file you want to upload.
2. Click "Upload” button to transfer your file to Brainfuse.

This process may take a while depending on the size of your file and your
connection speed. Maximum file size is: 14000000 bytes.

e Location:
| Browse_ | No file selected.

Please Mote: All Inbox and Outbox files would be deleted from system after TWO
vaeeks. We recommend you save them onto your local computer. v

< >

e Student also has this option to share documents

4
=

ot

with the tutor.
SCI —
¢ ) " |/ participants /{_\
e You can use the “Chat” box to communicate with " a v :) . L= A\
anie Cassanidra has just logged on.
the tutee. i) o cC di C ira has just logged on.
a. Cassandra:>hi Daniel
2 {@Daniel Parke:>Hi Cassandra how are you?
rasmussen.Edu X | Cassandra:>fine

N~ —




How to utilize the Whiteboard for live help

d

oo |#|\|2|c|T |

=
4]
J

=1 Y | == | 727| SWde:11  NewBoard «Back | Nex»
= = ‘ = 6‘ (:‘ 00:02
Nicholas
10
8
6
4
2
1
6 8 10

' ™y
/ Participants

' ~
/ 2 Chat \

Y Daniel Parke

20 Nicholas

J ’fﬂr---:ﬂﬂﬂﬂ".'mnr..*

HICNDIAS: > 7es Nank you, Your 50 Smart
Nicholas:=| see a purple line
Nicholas:>And a red circle
Nicholas:>with a dot in the middle

{@Daniel Parke:>Does this help point you in the correct direction?

Nicholas:> UMMMbM YEAH
iwDaniel Parke:>Glad | could help, have a great day!
Micholas:>

W

Send E

rasmussen.edu



How to use RasTrack

Log into http://guides.rasmussen.edu/content.php?pid=332013&sid=2759735

You will need to use RasTrack to keep track of all of your student contact sessions when you are doing
your tutoring shifts. Remember that you need to complete a RasTrack form for every individual stu-
dent that you meet with, each time they attend a tutoring session with you.

If you haven't used Rastrack before PLEASE read the
instruction boxes to the left and right first :) You may also
want to look through the user guide.

Time Stamp:@

End Time:@

Tutor First Name

Tutor Last Name

Tutor Type

Campus'

Select a value

Select a value

PART 1

Student Username @

Session Type

Session Method”

) Appointment

Select a value

PART 2

7 Walk-ln ) Appointment - no-sh

Class

Class Modality”

Instructor Name

Primary Support

Session Details

Rubric Score

Select a value

Select a value v

Select a value

PART 3

m -resEches

4

rasm

ussen.eau

Part 1:

e Enter the date and the time that
the tutoring session started.

e Enter your first and last name in
the first two fields.

¢ Select Student from the Tutor
Type drop down menu.

e Select RCO from the Campus
drop down menu.

Part 2:

e Enter the date and the time that
the tutoring session ended.

e Enter the student’s username
(this will be in the first.last name
format. For example bob.smith

e Select walk in for the session
type, unless you set a Meet ap-
pointment with the student.

e Select Brainfuse for the session
method.



COLLEGE
ke Part 3:

lass Select a value PART 3

) You will need to collect some additional
[Class Modality Select a value ~ . .
information from the student to com-

finstructor Name™ plete this section.
borimary Support Select a value . e You will need to ask the student what

class they are seeking assistance in. If
Jession Detsils 4 the class is NOT listed in the drop

down menu, please select the pro-

[rubric Score grammatic “other” area that most

closely fits. For example, if a student

. is seeking Medical Law and Ethics tu-
m B toring, select Health Sciences Other

mn }

from the drop down.

e Class Modality— remember that you may have students from any one of our campuses, so not all
of the students are online. Be sure to ask the student if they are in an online, residential, or
blended course, then choose the drop down accordingly.

o Ask your student what his/her instructor’s name is and enter it into the Instructor Name field.

e Primary Support— please select the option that you feel best fits with the kind of assistance that
you are providing the student. Most often if you are helping them with course work or con-
cepts, you can select “Content.”

o Session Details— you are not required to fill out this part, but if you feel like there is any infor-
mation that is important to note, you can include it here.

e Rubric Score— can be left blank.

e Finally, click Submit at the bottom of the page and your session will be recorded.

o ***Please be sure to double check your date, start and end time to be sure that they are accu-
rate!

rasmussen.edu



