6. Allocating yourself as a BTEC level 1, 2, 3 Personal Tutor

Step 1- On the home page, using the search function select ‘tutor groups’
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Step 2 - — Enter the course code and click on search.
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Enter part or all of the Tutor Surname to find Group(s).
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Step 3 - Select your tutor group from the list provided by Promonitor.



Step 4 — Click on your tutor group listed
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Step 5 - Promonitor will display the learners in the tutorial group selected.
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Step 6 - To allocate yourself as the tutor for this group, click on ‘“Tutor Group’ under
the Maintenance banner.



Step 7 — The following screen will appear where you can select yourself as the tutor
by clicking on ‘Select Me’.
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Step 8 - Finally click on ‘Save’, your tutor group is set up.



