
Academic Skills 
Coaching at the AEC 

How to Schedule with 
the TracCloud App



Find the TracCloud app through Microsoft 365

1. Sign into Microsoft 365 
using your single sign on

2. Go to “Apps” icon 

3. Click “All Apps” 

4. Scroll down and click 
“Show All”

5. Find TutorTrac Cloud 

https://myapplications.microsoft.com/


TracCloud Main Page



Search for Available Appointments

1. Schedule an Academic 
Coaching Appointment: Your 
student information will 
already be populated.

2. Choose Course: 
Use the drop down list to 
select the class your writing 
assignment is for. If your 
writing is not for a class, 
select Not for a 
Course/Other.

3. Choose Your Session Focus: 
Select the option that best 
describes what you would 
like to focus on with a 
coach during this session.



Select Your Appointment Day & Time

● After you insert all relevant information, click search. 
● Browse through available appointments for that week. 
● Select the appointment day, time, and coach. 

● Fill in all fields so the coach knows what you want to 
work on and whether you have any access needs for 
your 50-minute appointment. 

● Confirm to save your appointment. 
● You should receive confirmation via email.



Canceling TracCloud Appointments

1. Cancel through your own TracCloud 
account at least one hour in advance 
(click the X in the top corner). 

2. Email: 
writingcenter+coaching@etal.uri.edu 

3. Call AEC basement reception at 
401-874-5839

Keep in mind: You can cancel an appointment without 
penalty of being marked as missed by canceling 1 hour 
or more in advance, but we recommend you try to 
cancel as early as 24 hours in advance. 

If you cancel within 1 hour of the session, you will be 
marked as missed. After 2 missed appointments you 
are at risk of losing scheduling privileges.

mailto:writingcenter@etal.uri.edu


For more information about 
Academic Skills Coaching at the AEC: 

● Visit our website: 
https://web.uri.edu/aec/academic-skills/

● Meet our academic coaches!

● Follow us on Instagram: @uri_aecskills

See you soon!

https://web.uri.edu/aec/academic-skills/
https://web.uri.edu/aec/people/student-staff/academic-coaches/
https://www.instagram.com/uri_aecskills/

