
How to Fill Out Tutor Appointment Reports on Wufoo 
 
Tutor Appointment Reports help the Tutor Supervisory Committee to keep track of hours for 
certification and other records. You can also use them when recording your own timesheets to 
copy down the information about the appointments with your tutee. 
 
It may be easiest to submit this form on the day of your appointment. Your timesheet cannot 
be processed until the reports are submitted before the pay period ending deadline. You can 
find the link to the form on the Peer Tutoring Moodle page:  
https://brynmawr.wufoo.com/forms/zk4lofw1q6mlou/ 
 
If you have any questions or concerns on how to fill out the appointment report form, please do 
not hesitate to contact the Training and Development Coordinator (evaldivies@brynmawr.edu). 
 

 

https://brynmawr.wufoo.com/forms/zk4lofw1q6mlou/


 
 

 



How to Fill Out the Excel Timesheet 
 
After completing the Tutor Appointment Report, you will have to fill out a timesheet every two 
weeks to get compensated for the time you worked for. Timesheets are turned in biweekly on 
Tuesday at noon to the Tutor folder outside of Guild 104. Please do your best to avoid turning 
in several timesheets at once! 
 
You can download a sample timesheet from the Peer Tutoring Moodle page. If you don’t have 
Excel on your computer, you can use any computer from the computer labs or the libraries. This 
template already has the correct department name and 16-digit account number. 
 
If you have any questions or concerns on how to fill out the timesheet, please do not hesitate to 
contact the Training and Development Coordinator (evaldivies@brynmawr.edu) 
 
 
1. Be sure to enable Macros when you first open the Excel file! This allows the spreadsheet to 
fill in the correct dates and calculate your total hours. 
 

 
 
2. Select the correct pay period ending date from the drop-down menu in the upper right 
corner. Macros must be enabled for this step. Additionally, fill in your name, Student ID 
number, and rate of pay ($11.40/hour for Peer Tutors). Before you turn in your timesheet, 
please check these fields and make sure they are correct. 

 

 
The rate of pay is $11.40 since Fall 2022. 



3. This explanation uses the example appointment from the above Wufoo form instructions: 
 
Let’s say you prepared for the tutoring session on Wednesday, 4/10/2019, for 30 minutes. The 
next day (Thursday, 4/11/2019), you meet your tutee from 5:00 PM to 6:00 PM. On your Excel 
timesheet, instead of reporting in two separate blocks (one for the prep time on Tuesday and the 
other for the appointment time on Wednesday), please report the total amount (prep time + 
meeting) in one block. On the example below, the 30-minute prep time is added before the 
appointment time. 
 

 
 
Here is another important example to help you fill in the timesheet: 
 
Let’s say your pay period ends on 4/23/2019. If you have a tutoring session scheduled after 
noon on the Tuesday when payroll is due, please submit the Wufoo appointment report with 
the correct date (i.e., 4/23), but report the hours on your next timesheet as the first 
Wednesday of the following pay period. 
 
For example, an appointment at 7:00 PM - 7:45 PM with 15 minutes of prep time on Tuesday, 
4/23/2019 would be reported as 6:45 PM - 7:45 PM on Wednesday, 4/24/2019 on your Excel 
timesheet. If you have any questions about this policy, contact the Administrative Chair 
(ekim@brynmawr.edu). 
 
 
 



4. Enter the pay period ending date for both you and your supervisor (or another date for 
yourself if you printed out the timesheet on a different day). When you have finished filling in all 
of your appointments for the given pay period, access your timesheet on a printer-compatible 
computer and use the Print Time Sheet button to automatically print your timesheet. Macros 
must be enabled for this step. 
 

 
 
5. Please make sure to sign your name next to Employee Signature after you have printed out 
the timesheet! When you’re done with everything, turn in before Tuesday at noon to the Tutor 
folder outside of Guild 104. 


