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Learning Center Mission Statement 
The mission of the Rasmussen College Learning Centers is to inspire and empower 
students to become independent, life-long learners.  We do this by: 

• Creating online and residential environments in which learning is challenging 
and rewarding - where critical thinking is prized and mistakes promote growth 

•  Building relationships with students, staff, and the community to offer a wide 
range of tutoring and academic support that recognizes the diverse needs of 
our student population 

We aim to enrich the student experience, enhance learning satisfaction, and deepen 
learners’ understanding of course content. 
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Regular Duties 
The general purpose of the Learning Center Coordinator and the LLC Team is to provide students 
with resources and Academic Support.  Thus, the day to day operations of the Learning Center 
Coordinator can range greatly from day to day.  Some of the following items are “typical” from 
campus to campus.  Visit with your Regional Manager and Campus Dean to discuss specifics. 
 
Daily 

1.  Tutor Match  
a. LCCs should log into Tutor Match daily to manage tutoring appointments. 
b. Work with Tutors to make outreach to no-show appointments. 

2. Check in with Tutors 
a. Encourage regular tracking of tutoring appointments and student concerns. 

3. Faculty 
a. Work with faculty on office hour schedule. 
b. Communicate about students in courses who might need support. 

4. Campus Meetings & Appointments 
a. Work closely with the Academic Dean and Librarian to coordinate meetings that 

need to be attended. 
i. Retention Huddles – Discuss at-risk student 

ii. Student Appointments – You may be asked from time to time to meet 
with at risk students to discuss coursework, time management, grades, 
etc. 

iii. Faculty Meetings – Meet with Academic Dean to discuss attendance. 
 
Weekly 

1. UltiPro 
a. Remind tutors to turn in timecards before end of day on Friday. 
b. Approve tutor timecards by 10am each Monday and send copies to Financial Aid 

representative in charge of work study funding.  
2. SAP Communication 

a. Although weeks of the quarter will vary with frequency and intensity of contact, 
the LCC should attempt weekly outreach to students on Academic Warning and 
Academic Probation/No Aid. 

3. Student Body Communication 
a. Make regular contact with student body to communicate resources and tutoring 

services.  Some communication is centralized.  Check with Regional Manager to 
ensure communications are consistent with entire team.  Also, work in 
collaboration with the campus Librarian on communication of shared resources 
(ie webinars, learning tools) 

4. Library/Learning Center Team Call 
a. Schedule can vary.  Usually scheduled for 1.5 hours.  See Regional Manager for 

schedule. 
5. One-on-One & BFA 

a. This meeting usually takes place once per week and is scheduled with your 
Regional Manager.  Utilize BFA template and send to Manager and Campus 
Dean each week before specified deadline. 
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Academic Calendar 
Rasmussen College utilizes a year-round quarterly system to operate classes.  Furthermore, 
Rasmussen College starts students 8 times per year on a full quarter and half quarter model (not 
applicable for all programs).  Advisors provide scheduling for all students.   
 
 
 

2014 Academic Calendar 
WINTER 

Jan 6 - Mar 23 
Mid Qtr:  Feb 10 - Mar 

23 
 

SPRING 
Apr 7 - Jun 22 

Mid Qtr:  May 12 - Jun 
22 

 

SUMMER 
Jul 7 - Sep 21 

Mid Qtr:  Aug 11 - Sep 21 
 

FALL 
Oct 6 - Dec 21 

Mid Qtr:  Nov 10 - 
Dec 21 

 
 
 
 

2015 Academic Calendar 
WINTER 

Jan 5 - Mar 22 
Mid Qtr:  Feb 9 - Mar 22 

 

SPRING 
Apr 6 - Jun 21 

Mid Qtr:  May 11 - Jun 
21 

 

SUMMER 
Jul 6 - Sep 20 

Mid Qtr:  Aug 10 - Sep 
20 

 

FALL 
Oct 5 - Dec 20 

Mid Qtr:  Nov 9 - Dec 20 
 
 
 
 

2016 Academic Calendar 
WINTER 

Jan 4 - Mar 20 
Mid Qtr:  Feb 8 - Mar 

20 
 

SPRING 
Apr 4 - Jun 19 

Mid Qtr:  May 9 - Jun 19 
 

SUMMER 
Jul 5 - Sep 18 

Mid Qtr:  Aug 8 - Sep 18 
 

FALL 
Oct 3 - Dec 18 

Mid Qtr:  Nov 7 - Dec 18 
 
 
 
 
 

2017 Academic Calendar 
WINTER 

Jan 3 - Mar 19 
Mid Qtr:  Feb 6 - Mar 

19 
 

SPRING 
Apr 3 - Jun 18 

Mid Qtr:  May 8 - Jun 
18 

 

SUMMER 
Jul 3 - Sep 17 

Mid Qtr:  Aug 7 - Sep 17 
 

FALL 
Oct 2 - Dec 17 

Mid Qtr:  Nov 6 - Dec 
17 
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Documenting Student Interactions 
An important aspect of any job in the Student Services or Academic Affairs world involves 
documenting student interactions in the online file management system known as Salesforce.  For 
specifics on Salesforce use, please see the Salesforce section in the ‘Technology’ section of this 
manual. 
 
Salesforce records become a part of the academic file of every student.  Documentations should 
be specific, clear, free of spelling & grammatical errors, and compliant with FERPA regulations.  
Documentation should use vague references to specific personal information that should not be 
shared with others. 
 
Salesforce records can include, but are not limited to communications with a student: e-mails, 
phone calls, meetings, voicemails, texts, etc.  Salesforce does not typically get utilized for 
tutoring sessions unless there is a specific reason (ie student missed multiple appointments, 
student made request for future appointments, etc).  Utilizing Salesforce on a regular basis will 
help keep a clear and accurate record of communication with the student. 

Student Communication 
The LCC regularly communicates with the student body and students Not Meeting Standard 
Academic Progress (SAP).  Salesforce can be utilized to set up mailing lists and pre-crafted Mass 
Mail messages.  See the Salesforce section under Technology for additional information.  
Additionally, campus specific program e-mail address are available.  Check with the PSC or your 
Campus Director for a list of e-mail addresses.   
 
Student Communications should promote the Learning Center and academic services and 
resources.  Communications should be documented as often as possible in Salesforce.  
Communications should be free of grammatical and spelling errors.   
 
All St. Cloud Students: stcstud@smail.rasmussen.edu  
 
St. Cloud Program Lists    
Accounting       stcaccounting@smail.rasmussen.edu 
Allied Health - HIT      stchit@smail.rasmussen.edu 
Allied Health - Medical Lab     stcmedical_lab@smail.rasmussen.edu 
Allied Health - Medical Administration            stcmedical_admin@smail.rasmussen.edu 
Allied Health - Medical Assisting         stcmedical_assisting@smail.rasmussen.edu 
Allied Health - Pharmacy         stcpharmacy@smail.rasmussen.edu 
Allied Health - Surgical           stcsurgical@smail.rasmussen.edu 
Business Mgmt  stcbusiness_mgmt@smail.rasmussen.edu 
Crime Mgmt      stccrime_mgmt@smail.rasmussen.edu 
Digi Design & Adv         stcdigi_design@smail.rasmussen.edu 
Early Childhood Ed       stcearly_childhood@smail.rasmussen.edu 
Law Enforcement          stclaw_enf@smail.rasmussen.edu 
Nursing            stcnursing@smail.rasmussen.edu 
Paralegal          stcparalegal@smail.rasmussen.edu 
HUMAN SERVICES      stchuman_services@smail.rasmussen.edu 
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Family Educational Rights and 
Privacy Act (FERPA) 
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LIBRARY & LEARNING CENTER 
RESOURCES 
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Online Academic Guides (LibGuides) 
Online Academic Guides are created by the LLC Team to provide condensed and specific 
information on/for specific programs/degrees, courses, content areas, and miscellaneous college 
awareness events.  The guides provide resources for faculty and students in a streamlined fashion.  
Information is meant to assist with general questions and may include content area expert 
librarian contact info, videos, handouts, and external links to useful websites.  The guides are an 
evolving content area and can be changed by members of the LLC Team.  A full list of guides can 
be viewed at: guides.rasmussen.edu.  Students and Faculty can access the guides from the 
Student Portal or by clicking a link from the resources tab of any online classroom. 
 

APA Online Guide 
One of the most popular Online Academic Guides utilized by faculty and students alike is the 
APA Online Guide.  This guide contains up-to-date information on APA including videos, 
handouts, archived webinars a sample paper, and an APA template.  Students and faculty are 
highly encouraged to utilize the guide.  The guide can be accessed from the Student Portal or the 
Resources tab of any online classroom. The guide can also be directly found at 
guides.rasmussen.edu/apa 
 

ANSWERS Database 
The ANSWERS Database is an evolving webpage that contains approximately 1000 Rasmussen 
specific questions and answers.  The LLC Team built this database to address commonly asked 
questions from students and staff.  By visiting the ANSWERS Database, a person can type in a 
question and browse through potential answers which might include videos, handouts, and re-
directs to further information.  Information in the Database is far reaching and includes 
information that is specific to resources, course help, and general troubleshooting for common 
problems related to ebooks, homework assignments, and computer problems.  The Database is 
valuable tool for faculty and students alike and can be accessed from the Student Portal or the 
Resources tab of any online classroom.  The ANSWERS Database can also be accessed at : 
rasmussen.libanswers.com 
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LLC Webinar Series 
The Webinar Series are offered by the LLC Team throughout the quarter online through Adobe 
Connect to provide students with workshops that cover topics/information that supports course 
work.  General topic areas include:  

Resources 
Track 

Writing/Research 
Track 

Students Helping 
Students Track 

APA 
Track 

Learning Skills 
Track 

Accelerated 
Track 

Webinars range from 15-60 minutes in length.  Webinars are presented by Librarians and 
Learning Center Coordinators and are archived.  Library and Learning Center webinars 
for students and staff are listed on our online 
calendar: http://guides.rasmussen.edu/llcwebinarseries 

• Students can use the calendar to register for upcoming webinars. 
• Use the tabs (above the calendar) to see the archives of webinars offered in the past. 
• Visit http://tinyurl.com/webinar-reruns to go directly to the archives of this quarter's 

webinars. 

 

Brainfuse Online Tutoring & 
Tutor Match 
Rasmussen students can connect with a tutor via our Tutoring Service. To get to 
the online tutoring, go to the Student Portal and select “Tutoring” or go to the 
Resources tab of any online course and select the tutoring main page. 

The Tutoring Service has 3 tabs: Expert Help, Study, and Collaborate:  

 

  

 

 

Once logged in, you can work in any of the three tabs: 
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1. Expert Tab 
§ Live Help 

§ Professional tutors available to help. Some, like algebra 
tutors, are available 24/7. 4 hours per month is allotted for 
each Rasmussen student. See your Learning Center 
Coordinator if you run out of time! 

§ Writing Lab 
§ Upload up to 4 papers a month. Get comments on your 

papers back within 24 -36 hours (weekdays).  
§ Language Lab 

§ Language learning help. Perfect for those learning English. 
§ Tutor Match 

§ Set up a phone, online, or face-to-face appointment with a 
Rasmussen tutor. 

 Study Tab 
o Use flash bulb to create, share, and use study aids like Flash Cards. 

 Collaborate Tab 
o Collaborate with other students 

Tutor Match allows you to request an appointment with a Rasmussen tutor, in your 
specific area of need.  You can request your appointment to be online, over the phone, 
or in person when available.  Tutor Match is housed with the Online Tutoring Service 
(also known as Brainfuse) 

How To use Tutor Match 

1. Log in to Online Tutoring Service 
2. Click on Tutor Match 
3. Select a School (the discipline in which you need help; not necessarily your 

"school of") 
4. Select a Subject (a specific class or subject) 
5. Click on Schedule 
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Request a Tutoring Session 

1. Select your Preferred Modality: 
a. Online 
b. Phone 
c. In Person: Note that the tutor may or may not be able to meet with you in 
person depending on his/her location 

2. Select the date for your appointment. 

3. Select a time slot or specific time.  Note that you must request your 
appointment four hours in advance. 

4. If you would like to work with a particular tutor, please find their name in the 
drop down menu of available tutors to see their availability. 

5. Select the tutor you would like to work with.  If no tutor shows as available, 
choose a different day or time. 

6. Enter your phone number and click Update on the PENDING 
CONFIRMATION screen so that a tutor can contact you if needed. 

7. You will receive a confirmation email when your appointment has been 
confirmed.  Please note that your appointment is PENDING until you receive 
confirmation. 
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Appointment Confirmation and How to Attend 

1. You will see a pending confirmation page letting you know that a tutor has 
been notified of your request 

2. When the tutor confirms your request, you will receive a confirmation email to 
your smail account 

1. The modality, time, and date of the appointment will be included. 
2. To attend: 

1. Online sessions: Simply come back to the Online Tutoring 
Service shortly before your session starts and click on My 
Calendar (at the top of the page) and then on Enter to access the 
session and the tutor 

2. On-Campus sessions: Simply show up on the correct campus at 
the day and time indicated 

3. Phone sessions: Simply be close to the phone (the one that rings 
to the phone number you provided) so you can answer and talk 
when the tutor calls you 

3.  If you need to cancel a requested appointment: 
1. log into Online Tutoring, 
2. click on My Calendar 
3. click "cancel" next to the appointment that you wish to cancel 

 

Writing Lab 
Remember: You can submit up to 4 papers to the Writing Lab per calendar 
month. And if you are finding that is not enough, you might want to start 
with Grammarly, our automated service, and then come back to the Writing 
Lab, as needed. 

Click on Writing Lab from the Brainfuse Tutoring Page. 
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Once there, attach you paper using the Browse feature. Add any comments 
about what you'd like the writing expert to look for and/or attach your 
assignment instructions. Then click on Submit. 

 

Once you have submitted you paper, wait 24-36 hours or until you get an 
email, and then go back into the Writing Lab. Look for the Messenger 
Center to find feedback for your paper! 

 

  

Your feedback might come in a variety of forms. You might get comments 
within the paper itself, you might get virtual post-it notes, you might get 
commentary at the beginning or end or your paper. 
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Grammarly 
What: 

• Grammarly is a software that checks grammar, mechanics, spelling, usage and even 
plagiarism issues. 

• Grammarly is FREE to Rasmussen students and staff. 
• Grammarly is NOT a replacement for working with your instructor, a writing tutor, 

or the Writing Lab in our Online Tutoring Service (aka Brainfuse) . 

Who: Rasmussen's Library and Learning Centers subscribes to Grammarly on behalf of 
Rasmussen students and staff.  

Why: To help students correct their papers BEFORE they hand them into their instructors or to 
the Writing Lab editing service.  

When: 24 hours a day / 7 days a week. Grammarly will provide almost instant feedback anytime 
because it is an automated (computerized) service. 

Where: Rasmussen students and staff can get to Grammarly 
at:  http://www.grammarly.com/edu/students/ 

How: 

• Sign Up for Your Account  
o Click on Create Account in the Sign Up area 
o Use your Rasmussen email address 

§ If you do not use your Rasmussen email, Grammarly will try to charge 
you for its services.  

§ Remember the password you pick for yourself! Only YOU know it. PSC 
won't be able to help with this one. 

o There is NO Access Code. 
o Respond to the email you receive from Grammarly to complete your registration. 

If you feel you must use the web version of Grammarly instead of the plugin...do this: 

• Copy and paste or upload your paper into the web version and click on Start Review 
• Select the type of paper you have (Academic Essay is our default) 
• Read your feedback, and then correct errors in your ORIGINAL paper (not the one in 

Grammarly). 
o If this is confusing, use the Grammarly plugin because it allows you to make 

corrections directly in Word.  
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• Run the plagiarism report and add any citations and references that are needed. 
o Note the plagiarism check ONLY checks against some free-internet sources (not 

against books and articles). 
• Note, to save feedback and changes: 

o Make changes to your original Microsoft Word paper and save. 
o Click on the Save/Print report link in Grammarly to be able to neatly print your 

Grammarly feedback (to hand in to your instructor and/or to help you make 
changes to your paper).   

• Clear the board when you are done. 
• Log out 

 

Start Strong Appointment 
Start Strong Appointments are offered through the Learning Center at the start of each term to 
assist new students in navigating online courses and resources, time-management, mentoring, and 
assistance making sure the quarter is off to a good start.  Generally, sign-up for Start Strong 
Appointments takes place during orientation but can happen anytime in the first few weeks of the 
term.  The program manager/admissions heavily advises new students to sign up for these 
appointments.  Appointments are typically 30-60 minutes in length and can be administered by 
any tutor.  Appointments typically focus on course navigation and resource utilization.  Students 
are encouraged to ask questions and tutors are encouraged to let the tutee have a hands-on 
experience.  Start Strong Appointments are moving towards a more standardized model.  Ask 
your manager for specific details.  A general checklist of items is included below: 
 
WEEK 01 CHECKLIST 

r Locate your etextbook  
r Read Syllabus 
r Save Instructor’s contact info 
r Check course calendar 
r Introduce yourself in the Student Lounge 
r Check out the Resources tab 

r Library Resources 
r Online Tutoring 

 
WEEKLY CHECKLIST 
 

r Check your Rasmussen student email 
  

WEEKLY CHECKLIST FOR ONLINE 
CLASSES 
 

r Read Course Announcements 
r Check course calendar 
r Check your course email 
r Review your assignments 
r Complete the required readings 
r Study any online content 
r Make an initial post to the 

discussion forum 
r Post a reply to the discussion forum 
r Complete your assignments 
r Submit your assignments 
r Take your quiz 
r Check your grades and instructor 

comments 
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NoodleBib 
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Links to Common Resources 
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Staff Collaboration 
Although there are many different departments on campus, there are a few that LCCs work with 
on a regular basis.  Academic Resources are central to the success of Rasmussen College 
students.  The LCCs frequently collaborate with other departments to provide the best service 
possible to the student. 
 
Faculty – Work with your faculty members to identify at-risk students who may need the support of the 
Learning Center.  Faculty members are also excellent at helping the LLCs find quality tutors. 
 
Student Advisors – Student Advisors work on scheduling students each quarter, guiding academic 
progress, and maintaining retention.  Advisors will frequently refer students to the LCCs for academic 
resources.  Work with advisors on SAP retention and management. 
 
Academic Dean – LCCs work very closely with the Academic Dean to troubleshoot student issues and 
process SAP each quarter.  The Academic Deans typically monitor the SAP process and LCCs work in 
close collaboration with the Dean to communicate with SAP students and process student terminations.  
 
Librarian – LCCs and Librarians work as a duo to provide academic resources to students.  Librarians and 
LCCs are a part of the LLC Team. 
 
Manager of Student Records – The Manager of Student Records is in charge of student academic files.  
MSR is also responsible for calculating re-entry students.  MSR is also frequently involved in the SAP 
calculations process. 
 
Admissions/Program Managers – Program Managers guide new students from enrollment to Week 1.  
Program Managers may connect you with new-start students who need support/assistance.  PMs may also 
ask the LCC to complete a Project Rally consultation for a re-enter student. 
  

Campus Departments & Support 
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Tutor Excellence Guide 
The Tutor Excellence Guide is an online guide for Tutors and Learning Center Coordinators.  
This working document contains nearly all materials for hiring, training, and assessing student 
tutors.  The online guide can be accessed at: guides.rasmussen.edu/tutorexcellence 
 

Tutor Job Description 
GENERAL SUMMARY:   
The tutor provides support services through the Learning Center for Rasmussen College students 
(and indirectly for faculty, staff, and the College community). The tutor supports the mission of 
the College and the mission of the Learning Center by creating online and residential 
environments in which learning is challenging and rewarding - where critical thinking is prized 
and mistakes promote growth; and, by building relationships with students, staff, and the 
community to offer a wide range of tutoring and academic support that recognizes the diverse 
needs of our student population, clarifies learning problems and helps the student develop study 
skills, driving the pursuit of independent, lifelong learning in a welcoming, responsive 
environment. 
 
PRINCIPAL DUTIES AND RESPONSIBILITIES: 
The essential functions of the position include, but are not limited to the following duties: 
 

1. Provide general educational services in multiple modalities, including tutoring and the 
facilitation of study groups. 

2. Participate in team and campus events, including but not limited to student orientation, 
workshops, and programs. 

3. Document and communicate student performance, progress, and concerns as a result of 
tutoring sessions and day-to-day interactions. 

4. Refer and orient students to Rasmussen resources such as handouts, books, databases, 
online tutoring and paper submission, Student Portal services, etc. 

5. Assist the Learning Center Coordinator with general maintenance: student scheduling, 
filing, copying, shelving books, keeping the Learning Center organized, etc. 

6. Additionally, tutors will empower students to become lifelong learners and succeed in 
their academic, professional and personal pursuits by: 

7. Challenging students to make their thinking visible and to provide rationales and 
evidence. 

8. Helping students use time effectively and stay on track. 
9. Facilitating the process of helping students explore thoroughly their existing knowledge 

as individuals and as a group.  
10. Empowering students to be responsible for their own learning. 

TUTOR MANAGEMENT, TRAINING, & 
ASSESSMENT 
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PRINCIPAL DUTIES AND RESPONSIBILITIES (continued): 
 

11. Upholding academic integrity. 
12. Modeling appropriate learning behaviors, including participation in online courses, 

timely completion of assignments, use of learning skills, and respectful behavior to 
instructors and peers. 

13. Appreciating and encouraging diversity. 
 

WORK ASSIGNMENTS AND PROFESSIONAL OBLIGATIONS: 

14. Tutoring positions are offered on a quarter-to-quarter basis, subject to evaluation, 
attendance, academic standing, GPA, and financial eligibility.   

15. A student employee will be expected to work a minimum of 5 hours per a week and a 
maximum of 20 hours a week; schedules vary based on Learning Center need, financial 
eligibility, and tutor availability.  A tutors’ schedule should be flexible outside of class 
for work. 

16. Student employees may provide services in a variety of rooms on campus, based on need 
and availability.   

17. Student employees must satisfy orientation, training and evaluation requirements each 
quarter (including weeks 12 and 13) and are compensated for participation. 

18. During work hours, employees must maintain Learning Center-approved dress standards 
and wear a name tag. 

 
QUALIFICATIONS: 
 

19. Satisfy all Financial Services and Human Capital obligations for employment. 
20. Maintain Satisfactory Academic Progress (as defined by the current College catalog) and 

a minimum cumulative 3.0 grade point average. 
21. Have a grade of a “B” or better in the subject content being tutored; or, have documented 

experience equivalent to a grade of a “B” or better in the subject content to be tutored. 
22. Have successfully completed at least one for-credit online course prior to the start of 

tutoring. 
23. Have a recommendation from a Rasmussen College faculty member via form or letter. 
24. Possess good oral and written communication skills and ease in relating to people from 

varying educational, cultural, and social backgrounds. 
25. Be on time for shifts and meetings; maintain accurate records and submit reports and time 

sheets in a timely manner. 
26. Possess a basic understanding of Microsoft Office software, Internet navigation, and 

Rasmussen e-mail functionality. 
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Hiring and On-boarding Tutors 
For detailed information and handouts, please visit the Tutor Excellence Online Guide: 
guides.rasmussen.edu/tutorexcellence  
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Training Tutors 
In addition to general campus training, tutors also receive training through an online 5 week Tutor 
Excellence Course that must be completed within 2 quarters of being hired.  See the online guide 
for details on enrolling tutors in this course.  Furthermore, Tutors receive ongoing professional 
development.  PD is offered throughout the quarter in a variety of online live tutoring sessions.  
Some sessions are mandatory while others are optional.  All workshops have a follow-up 
assessment that needs to be completed by the tutor and turned in to the LCC to be kept in 
Tutoring File.  Visit the Tutor Excellence guide for a detailed list of workshops. For detailed 
information and handouts, please visit the Tutor Excellence Online Guide: 
guides.rasmussen.edu/tutorexcellence  
 

Tutor CRLA Certification 
All Rasmussen Learning Centers are certified through the College Reading and Learning 
Association.  This association provides tutors with the opportunity to expand their tutoring to 
become certified tutors.  Details of certification process are outlined on the Tutor Excellence 
guide.  For detailed information and handouts, please visit the Tutor Excellence Online Guide: 
guides.rasmussen.edu/tutorexcellence  
 
 

Tutor Scheduling 
Tutor schedules can be tricky to manage.  Tutor eligibility is based upon Financial Aid 
calculations that may vary from quarter to quarter.  Before interviewing a tutor, check with 
Financial Aid to ensure the student is eligible for work-study funding.  Depending on eligibility, 
tutors can work up to 20 hours per week.  It is vital to work with your Financial Aid contact or the 
campus representative in charge of work-study funding to ensure tutors are scheduled within 
allotted hours.  Scheduling should be managed to avoid overages.  Furthermore, tutor timecards 
should be thoroughly reviewed on a weekly basis to ensure tutors are working within budgeted 
hours.  For questions, see your campus work-study representative (usually someone in Financial 
Aid).  
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Tutor Match Management 
As outlined in the Daily Duties section, LCCs should consistently check Tutor Match on a daily 
basis to check for tutoring appointments.  Tutor Match provides the LCC with a master schedule 
of appointments for all tutors and faculty.  Tutor Match serves as a scheduling system for all 
campuses.  Administrative Access to Tutor Match will all the LCC to look up schedules of tutors 
and to make and/or cancel appointments.  LCCs should work with tutors to ensure that all 
appointments are confirmed, denied/deleted, or a substitute is requested in a timely manner.  
Currently, Tutor Match has a 4 hour blackout period on appointment times (ie a 4pm appointment 
would need to be requested prior to 12pm on the same day).  It is also the job of the LCC to work 
with campus tutors to ensure that an accurate schedule is entered into Tutor Match and that 
appropriate days off/holidays/sick days are entered into Tutor Match to avoid scheduling 
conflicts.  See your manager regarding administrative access to Tutor Match.      
 
LCCs should ensure that tutors have a profile setup in Tutor Match upon starting in the Learning 
Center.  Tutor Match Profile for tutors should follow a standard format of CAMPUS CODE 
followed by FIRST NAME.  For example, a St. Cloud Tutor name John would have a Tutor 
Match username of: STCJohn.  A list of campus specific links and campus codes are available 
below: 
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RasTrack – Appointment Logs 
RasTrack is the Rasmussen internal tool used to track all tutoring appointments.  RasTrack is 
utilized primarily by the tutors to document interactions with students that generally exceed 10 
minutes.  LCCs should also utilize this tool when meeting with students for general assistance 
that meet the same 10 minute criteria.  Information from RasTrack is utilized at the end of the 
quarter for the Quarterly Report (outlined later in this handbook).  RasTrack helps LCCs know 
which tutors/subject areas have the most appointments, which areas needs additional tutoring 
support, and the number of appointments a particular student attended.  RasTrack can be accessed 
through the Tutor Excellence Online Guide under the “Tracking Tutor Hours & RasTrack” tab: 
guides.rasmussen.edu/tutorexcellence 
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Definition 
SAP stands for Standard Academic Progress.  When a student is not meeting Standard Academic 
Progress, he/she must take corrective action or they risk being dismissed from the college.  The 
Learning Center Coordinator works with several campus departments to help ensure the success 
and retention of students not meeting SAP.  There are 2 ways in which a student can end up on 
SAP.  The first is if a student falls below a 2.00 cumulative GPA.  Students can also become 
deficient in his/her Credit Completion Rate (CCR).  CCR is difficult to explain to students.  
Essentially, it is when they reach particular points in their program of study without attaining a 
percentage of credits to show adequate progress.  It is like taking going on a scavenger hunt…you 
are expected to collect certain items along the way.  If you get to a checkpoint in the scavenger 
hunt and you don’t have enough items, you are in trouble.  The following excerpt is from the 
college catalog to explain SAP:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

SAP 
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Project Rally 
Project Rally is the initiative for students not meeting Satisfactory Academic Process.  In short, 
students not meeting SAP are calculated out to see exactly what grades will be needed in the least 
number of credits to return to good academic standing.  Grades are calculated, students are 
notified, schedules are modified, a Smarter Measure personal assessment needs to be completed 
by the student and a follow up consultation with the Learning Center Coordinator is a part of the 
process to help the student return to good standing.  Consult the Standard Operating Procedure 
manual found on the LLC Staff guide at guides.rasmussen.edu/llcstaff. 
 

Step 1: The LCC (in collaboration with the MSRs/SRCs/DSAs/SAs/Registrars) will 
identify students who are not meeting SAP during the SAP Audit Process. 

• Please utilize the Satisfactory Academic Progress Standard Operating 
Procedure to guide the construction of the SAP list. 

• The initial list should be constructed by the end of Week 12. 
• Students may be added to or removed from the list until lockdown. 

Step 2: The LCC will create a Project Rally record for each student on the SAP list. 
(Appendix A) 

• Login to SalesForce using your username and password (if you do not have a 
login for SalesForce, or have not previously used SalesForce, please contact 
your manager). 

• Click on the Project Rally tab. (If you do not see the Project Rally tab, click on 
the + sign and select Project Rally from available objects.  If Project Rally is not 
an option for you to select, please contact your manager). 

• Click New. 
• Complete the Information Section of the new Project Rally record: 

i. Student (click on the magnifying glass to confirm that you have selected 
the correct student attached to your campus) 

ii. SAP Status 
1. Choose the SAP Status that matches your SAP list. 
2. Note: the email that the student receives about Project Rally is 

tied to the SAP status, so please verify that you have selected 
the correct status before continuing. 

iii. Select the Quarter that the student is entering the quarter not meeting 
SAP.  In most cases, it will be the quarter immediately following your 
current quarter. 

iv. Add in any Notes relevant to this Project Rally record.  This field is 
optional.  You may include but are not limited to the following notes.  
Please ensure that the notes that you add to SalesForce meet with 
Rasmussen College Compliance requirements. 

1. The student’s grades from the current quarter 
2. The student’s schedule for next quarter 
3. Classes the student has failed 
4. Notes stemming from academic or personal issues identified in 

the past quarter(s) 
v. Click Save. 

vi. Once saved, the record will refresh.  Click the button Send to Smarter 
Measure. 
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1. IMPORTANT: A password will be generated and the student 
will receive an email with login information.  Do NOT click in 
this button until you are certain that you want the student to 
receive login information. 

2. You can create a Project Rally record and choose NOT to click 
the button.  The record will be saved but not sent to 
SmarterMeasure. 

Step 3: The LCC will follow-up with the student via phone and e-mail within 24 hours 
of submitting the Project Rally request and every 48 hours (at minimum) until 
the student completes the Smarter Measure online learning tool, or until 
lockdown. 

• Calls and emails should be logged in the student’s primary SalesForce record.  
Please select Related to Project Rally in the Task Information section of the 
log. 

• The student will receive an e-mail with Project Rally information immediately 
after you have submitted the record to SmarterMeasure. 

i. The e-mail message is automatically generated and sent based on the 
information you provided in SalesForce. 

ii. The e-mail message will be available in SalesForce for documentation 
purposes in the Notes & Attachments portion of the Project Rally 
record. 

iii.  The LCC will follow up with the student within 2 business days of 
generating the Project Rally record.   

iv. See Appendix C for call prompt suggestions. 
v. Learning Center Coordinators and subsequent campus team members 

(including the Academic Dean and Student Advisors) should continue 
to contact the student about Project Rally until the student has 
completed the online student learning tool (SmarterMeasure). 

vi. SmarterMeasure completions will only be counted through 
LOCKDOWN toward a campus completion percentage. 

Step 4: The LCC will schedule Consultations with Students who have completed 
 SmarterMeasure. 

• Consultations should be scheduled within 1 business day of the student 
completing the SmarterMeasure assessment for a 30-minute period occurring no 
later than one week after the student completes the SmarterMeasure assessment.  
Consultations can be scheduled to occur after lockdown, and those scheduled 
after lockdown will not count against the campus completion percentage.  

• To complete a consultation, the LCC will need to have on hand the following: 
i. Appendix D: Consultation Checklist.  Please note that this checklist 

serves as a guide and not a discussion mandate. 
ii. Appendix E: Consultation Follow-Up E-mail template.   

iii. A copy of the student’s SmarterMeasure results (please see Appendix 
F, SmarterMeasure Administrative Access for login instructions). 

iv. The student’s Project Rally record in SalesForce. 
• The LCC should refer to the student’s SmarterMeasure results and the 

Consultation checklist to guide the consultation with the student. 
• During or upon completion of the consultation, the LCC should complete the 

Consultation area of the Project Rally record.   
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i. Please note that the LCC should identify a minimum of ONE tool, 
service or resource that he/she suggested to the student to support their 
learning needs. 

ii. Suggestions are listed in the Consultation Checklist (Appendix C). 
iii. After filling out the Consultation area, click Save.  Attach documents 

as needed and Save again. 
• If the student does not complete a consultation, please note attempts to schedule 

and lack of student response in the Consultation Notes field. 
• Complete the Consultation Follow-up E-mail template (Appendix E) and 

send the e-mail to the student.  This e-mail serves as a reminder to the student of 
your discussion and his/her action items prior to your next call. 

Step 5: The LCC will follow-up with the student within two weeks of the initial 
consultation. 

• Follow-ups should be logged in the student’s main SalesForce record.  Please 
select Related to Project Rally in the Task Information section of the log. 

• Please include notes on the student’s progress thus far, any challenges he/she is 
facing, etc. in SalesForce. 

Step 6: The LCC will complete a minimum of one additional follow-up with the student 
within 3  weeks of the first follow-up. 

• Follow-ups should be logged in the student’s main SalesForce record.  Please 
select Related to Project Rally in the Task Information section of the log.  
Please include notes on the student’s progress thus far, any challenges he/she is 
facing, etc. 

• Note:  Additional follow-ups are welcome but not required in this SOP.   Please 
follow the guidelines provided by your manager on required follow-ups. 

Step 7: The LCC will close Project Rally with students who do not complete 
SmarterMeasure. 

• The LCC should utilize the Project Rally Close Template (Appendix D) with 
those students who do not complete SmarterMeasure by lockdown. 

• Students may opt to complete SmarterMeasure after lockdown, but will not 
count toward the campus completion rate.  If students complete SmarterMeasure 
after lockdown, the LCC should complete the consultation process described 
above. 

Step 8: The LCC will collect Project Rally data at the end of the quarter and distribute 
to  campus and Central Services managers as requested. 

 

Project Rally Process: Online/ACC Students not meeting SAP 
 

Step 1: The SA will identify students who are not meeting SAP during the SAP Audit 
Process. 

• Please utilize the Satisfactory Academic Progress Standard Operating 
Procedure to guide the construction of the SAP list. 

• The initial list should be constructed by the end of Week 12. 
• Students may be added to or removed from the list until lockdown. 

Step 2: The SA will create a Project Rally record for each student on the SAP list. 
(Appendix A) 
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• Login to SalesForce using your username and password (if you do not have a 
login for SalesForce, or have not previously used SalesForce, please contact 
your manager). 

• Click on the Project Rally tab. (If you do not see the Project Rally tab, click on 
the + sign and select Project Rally from available objects.  If Project Rally is not 
an option for you to select, please contact your manager). 

• Click New. 
• Complete the Information Section of the new Project Rally record: 

i. Student (click on the magnifying glass to confirm that you have selected 
the correct student attached to your campus) 

ii. SAP Status 
1. Choose the SAP Status that matches your SAP list. 
2. Note: the email that the student receives about Project Rally is 

tied to the SAP status, so please verify that you have selected 
the correct status before continuing. 

iii. Select the Quarter that the student is entering the quarter not meeting 
SAP.  In most cases, it will be the quarter immediately following your 
current quarter. 

iv. Add in any Notes relevant to this Project Rally record.  This field is 
optional.  You may include but are not limited to the following notes.  
Please ensure that the notes that you add to SalesForce meet with 
Rasmussen College Compliance requirements. 

1. The student’s grades from the current quarter 
2. The student’s schedule for next quarter 
3. Classes the student has failed 
4. Notes stemming from academic or personal issues identified in 

the past quarter(s) 
v. Click Save. 

vi. Once saved, the record will refresh.  Click the button Send to Smarter 
Measure. 

1. IMPORTANT: A password will be generated and the student 
will receive an email with login information.  Do NOT click in 
this button until you are certain that you want the student to 
receive login information. 

2. You can create a Project Rally record and choose NOT to click 
the button.  The record will be saved but not sent to 
SmarterMeasure. 

Step 3: The SA will follow-up with the student via phone and e-mail. 
• The student will receive an e-mail with Project Rally information immediately 

after you have submitted the record to SmarterMeasure. 
i. The e-mail message is automatically generated and sent based on the 

information you provided in SalesForce. 
ii. The e-mail message will be available in SalesForce for documentation 

purposes in the Notes & Attachments portion of the Project Rally 
record. 

• The SA will follow up with the student within 2 business days of generating the 
Project Rally record.   

i. See Appendix C for call prompt suggestions. 
ii. SmarterMeasure completions will only be counted through 

LOCKDOWN toward a campus completion percentage. 
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Step 4: If the student completes SmarterMeasure AND requests a consultation, the SA 
will set up an appointment for a student with a Learning Center Coordinator. 

Step 5: The LCC will follow steps 4-6 of Project Rally Process: Residential Campus 
Students Not Meeting SAP. 

• The LCC is not required to send a Project Rally close email to 
Online/Accelerated students who do not complete SmarterMeasure, but have the 
option to do so by pulling the non-complete list from SmarterMeasure and/or 
SalesForce. 

Step 6: The LCC will collect Project Rally data at the end of the quarter and distribute 
to  campus and Central Services managers as requested. 

 

NOTE: Email Correspondence, Terms, Associated Deadlines, and Re-Enters 
 

• The automated email correspondence related to Project Rally comes “from” the email 
address learningcenter@rasmussen.edu, regardless of record initiator or campus of 
origin.  Students who respond to their message will be responding to the Learning Center 
list serv. 
 

• The student’s Learning Center Coordinator is listed in the closing signature for residential 
campus students.  The “Student Services Team” is listed in the closing signature for 
National Online and Accelerated students. 

 
• This document provides action deadlines based on a non-accelerated, full-term (1 quarter) 

schedule.  Please adjust deadlines accordingly to match accelerated or mid-start student 
schedules. 

 
• The processes for re-enter students vary slightly from the procedure in this document.  

Please refer to the Re-Enter SOP for instructions related to Project Rally. 
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Smarter Measure 
Smarter Measure is the assessment component of Project Rally.  Smarter Measure reports are 
automatically generated through Salesforce.  A standardized e-mail is sent to the student with 
instructions, username and password.  It is good to attempt a follow-up communication after the 
initial Project Rally records are created.  During SAP processing weeks, the LCC should log in to 
Smarter Measure to check on completion rates.  Upon completion of the Smarter Measure 
assessment, the LCC should follow-up with the student to set a date to have a consultation and go 
through the results.  
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General Overview 
Members of the Library and Learning Center Teams participate as members of several system-
wide committees.  Each member will likely serve on several committees.  The two main areas 
include general committees and webinar committees.  Committee assignments last the whole 
quarter.  Some committee placements will be by appointment while others will be voluntary.  
Work with your manager and committee members to understand the function and purpose of 
individual committees.  A brief outline is included below: 
 
 

Webinar Track Teams 
Student Employee Excellence Track - student employee training synchronous sessions. NOTE: 
members of this track will also be members of the Student Employee Excellence Committee. 
 
APA Track: APA & Noodlebib 
 
Writing & Research Track: Search process, using databases, writing process, editing, 
brainstorming, thesis building, etc. 
 
Start Strong Track: introduction to services, digital content, overview of tools, sHs 
resources/ideas, learning skills, etc. Formerly the Resources Track (but better). 
 
Project Rally/Stay Strong Track: design for the at-risk student. Skill-building workshops, time-
management, goal setting, prioritization, reading/note taking resources. Formerly Learning Skills 
track (but better). 
 
Advanced Research Track: higher-level research skills, keyword strings, modifiers, specific 
interface techniques 
 
Wildcard Track: responsible for ideas for potential permanent inclusion in the webinar series. 
Ideas may be about content OR method of delivery/use of Connect tools, etc. 

 
	  
 
 
 
 

COMMITTEES 
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General Committees 
Program Committee: responsible for coordinating Library & Learning Center-led non-
instructional activities and events such as Constitution Day and One College One Book as well as 
events associated with School events such as Week of the Young Child. The committee develops 
program guides, creates or sources handouts, organizes material distribution, assists with 
workshop/guest speaker management, etc. 
 
Student Employee Excellence Committee: responsible for leading the development of our 
hiring, onboarding, training, assessment, and documentation tools for our student employees. 
While other team members may assist with the creation of documents and resources as well as 
their implementation, this committee ensures consistency of excellence across the College. 
NOTE: Student Employee Excellence Committee members will also be members of the Student 
Employee Excellence Track Team. 
 
Instruction Committee: responsible for the quality of our instructional resources and services. 
Projects may include the review/improvement of handouts, guidance on synchronous instruction 
in our webinars, partnership with the Web Committee to improve/develop our site and guides, 
and the creation/revision of resources for streamlined instruction in common 
workshops/webinars. 
 
Web Committee: responsible for the overall design and upkeep of our LLC web presence and 
training for our team to ensure the use of best practices by all team members when posting on our 
social media sites. This team is responsible for approving the publication of online guides and 
ensuring our social media presence is up to date. 
 
Student Engagement Committee: responsible for spearheading or improving key initiatives that 
directly impact student success and student connection to campus culture. This committee may 
collaborate with other collegiate teams on projects but is primarily tasked with ensuring our own 
team's initiatives, such as Start Strong, Project Rally, and Personal Librarian, remain relevant and 
effective. 
 
 
 
 
 
 
 
 
 
 
 
 
 



59 

Business Focus Area Memo (BFA) 
The BFA is a memo sent to your Manager and Academic Dean on a weekly basis.  The BFA 
Memo is meant to be a general summary of your work and happenings.  The memo is used to 
communicate projects, areas of concern, questions, and metrics.  The BFA is used by managers to 
help guide weekly 1-on-1 meetings.  Ask your manager for specifics and deadlines.  An example 
of a BFA is posted below: 
 
To:     Cc:  
From:           Date:  April 20, 2015 
Re:  BFA (Business Focus Area) Memo  
 

I. Initiatives (key highlights & updates) 
a.  Decrease mid-start population moving on to SAP Q2 

i. Planning welcome event for new mid-start students 
ii. Worked out outreach plan to these students in collaboration with 

Program Managers and Student Advisors 
b.  Hire three new tutors for next quarter 

i. First applicant accepted position – orientation planned for Friday 
ii. Reached out to Faculty for student recommendations in high-need areas 

iii. Checking grades for Q1 students who may be eligible at the start of next 
quarter 

c.  Facilitate two new in-class workshops 
i.  Student surveys from first workshop were positive 

ii. Scheduled second workshop with a new Adjunct for week 8 (review of 
Grammarly and Brainfuse writing resources) 

II. Campus & Region 
a.  Reviewing LibAnswers with Faculty at Academic Affairs meeting Friday 
b.  Trying to gather agenda items for our state-wide L/LCC lunch week 10 
c. Participating in campus holiday events on November 27th and December 20th  

III. Track Team/Liaison Group/Committee 
a. Project Rally 

i. Working on outlining my campus process for this week’s call 
ii. Gathering ideas for potential webinar topics targeted at SAP students 

b. Web and Social Media 
i. Reviewing Pinterest sample ideas  

ii. Identifying three new ideas for Pinterest site for call Thursday 
IV. In Case I Missed It/On the Horizon (reminders, upcoming projects, initiatives) 

a. Campus Dean set November 22nd as review date 
b. Mid-Start support initiative next week  
c. I am off Monday, December 2nd (approved through UltiPro) 

V. Questions/Setting Our Agenda 
a. How often should I meet with my campus Dean? 
b. I’d like to discuss some ideas I have for a collaborative event week 8 
c. Update on tutors who have met standards for CRLA certification  
d. Review student surveys from in-class workshop 

REPORTS 
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Quarterly Report 
Learning Center Coordinators are expected to complete a Quarterly Report by the 1st Friday of 
each new quarter (four reports per year).  The Quarterly reflects on services, resources, and 
accomplishments of the preceding quarter.  Additionally, learning center coordinators are 
expected to identify 1-3 goals for the current quarter that are measurable and tie to 
campus/LLC/College initiatives. 

Please use the information and links on this page to complete your Quarterly Report.  Please 
contact the Director of Library & Learning Resources if you have questions or require further 
information. 

Due Dates & Expectations: 

• Your Quarterly Report is due by Friday of Week 1. 
• You should review your Report with your Academic Dean by Friday of Week 2. 
• Prepare for a conversation with your Dean and the Director of Library & Learning 

Resources by the end of Week 4. 

 
Friendly Reminders: 

• Use data from RasTrack, Brainfuse, etc. as needed to complete your report accurately. 
• Keep qualitative responses succinct. 
• Quality is preferred over quantity - one great goal is better than several mediocre goals. 
• Work with your dean and the DLLR as you complete your Quarterly Report. 

 
 

Learning Center Metrics 
Learning Center metrics can be pulled using the Administrative Log in for Brainfuse.  Details can 
include: Total appointments, heavily tutored subjects, Brainfuse live help usage, writing lab 
submissions, no-shows, etc.  See the information from the section on RasTrack Admin options.  
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General Information 
Librarians and Learning Center Coordinators are expected to participate in Professional 
Development opportunities throughout the year.  Specific opportunities will be communicated to 
the team but can also be discussed directly with your manager.  Professional Development should 
be logged/recorded for reporting at the end of the year.  Work with your manager to establish a 
proper protocol for recording opportunities.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Professional Development 
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Adobe Connect 
Adobe Connect was adopted in 2013 as the standard online conferencing and webinar tool for the 
college.  Nearly everyone associated with academics has access to his/her own Adobe Connect 
room.  These virtual meeting spaces have a host of capabilities.  Specific training is available 
through archived webinars.  Additional support is offered from various members of the LLC team 
as “gurus” of Adobe Connect.  Work with your manager to set up a contact with a guru and 
schedule a training session to become familiar with the Adobe layouts and usage.  
 
Adobe Connect Room Administration: 

• Website:http://connected.rasmussen.edu 
• Use your own e-mail address and password to login.  If you do not have an Adobe 

Connect login or have forgotten your password, please contact the Personal Support 
Center. 

• Click on Meetings - Shared Meetings 
• Click on LLC Webinar Rooms 
• Select the room that you need to access. You will enter the room as a host. 

Note: if you do not see the LLC Webinar Rooms in the Shared Meetings area, or you are 
unable to enter the room as a host, please contact your Regional Manager. 

 
Adobe Connect Content Administration: 

• Website: http://connected.rasmussen.edu 
• Use your own e-mail address and password to login.  If you do not have an Adobe 

Connect login or have forgotten your password, please contact the Personal Support 
Center. 

• Click on Content - Shared Content 
• Click on LLC Webinars Shared Content 
• Select the subfolder for the webinar track that you are creating or editing, and add content 

to that folder.  If a folder does not exist for your webinar track, please add a folder in the 
appropriate hierarchy. 

Note: if you do not see the LLC Webinars Shared Content folder in the Shared Content area, 
or you are not granted access, please contact your Regional Manager. 

Administrator/Host Conference Dial-in Information: 

• Phone: 1-800-832-0736 
• Conference: *6494486# 
• Host: *409526# (you may not need this; if you have the computer dial you, it may auto-

log you in as host) 

Miscellaneous  
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Poll Organization in Shared LLC Adobe Connect Rooms 

To facilitate being able to FIND our polls easily and still keep the ability to put them into the 
room well in advance, please use this naming convention: 

 Track Abbreviation-Session Title Abbreviation-Poll Number-Poll Title 

 Example Poll Title: 
APA-NOO-1-What is the Title? 

(APA Track, NoodleBib Webinar, Poll #1, Title of the Poll) 

 Proposed abbreviations for each track: 

• APA: APA 
• Tutor Training Sessions: TUT 
• Learning Skills: LRN 
• Resources: RSC 
• Students Helping Students:STU 
• Writing and Research: WRI 
• Faculty Sessions: FAC 

Each track team could then make abbreviations for their session names. Possibilities for the 
APA team include: 

• APA-FOR (Formatting) 
• APA-NOO (NoodleBib) 
• APA-INT (In-text Citations) 
• APA-ANN (Annotated Bibliographies) 
• APA-QUI (Quick Start) 
• APA-ASK (Ask Anything) 

Finally each presenter could then make polls that displayed in order by using numbers and titles 
as they see fit. Examples for the APA NoodleBib session would include: 

• APA-NOO-1-What is the title of this book? 
• APA-NOO-2-What is the title of this web page? 
• APA-NOO-3-What is the title of this… 
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Salesforce 
Salesforce is the college student record system available online.  Salesforce is used for a host of 
day-to-day activities.  Student data available includes name, address, birthday, SSN last 4 digits, 
e-mail addresses, FERPA contacts, grades, attendance, and technology support.  Furthermore, 
Salesforce has the ability to create groups of students and mass mailing options.  Contact your 
manager for specific training.  
  



65 

 

 

  



66 

  



67 

  



68 

  



69 

UltiPro 
UltiPro is the online time card system used to track tutoring hours.  Tutors punch in at the 
beginning of a shift and out at the end of the shift.  Tutor Time Cards go from Saturday thru 
Friday.  Tutors should submit timecards for LCC approval at the end of the work week or by the 
end of the day on Friday (whichever comes first).  LCCs should approve employee time cards by 
10am on Monday morning.   
 
New Tutors can set up time cards with the assistance of the UltiPro Tutorial.  Ask your manager 
for a demo of UltiPro and to get set up with an administrative Log in.   
 
Furthermore, LCCs will need to send a weekly report to the Financial Aid representative in 
charge of work-study funding.  Reports can be automatically generated from UltiPro, 
downloaded, and sent to FA Rep. 

Orientation 
LCCs are expected to participate in campus orientation events.  This is an opportunity to talk 
about the Learning Center and the services offered.  It is a wise idea to talk about tutoring & 
mentoring, time management, and to sell the Start Strong Appointment.  This is also a great time 
to distinguish the Learning Center services from the Library.  
 
 
Library 
The Library is available to help you be successful by providing academic help in the areas of 
Research and APA Writing.  Furthermore, our expert Librarian can assist you with: 

v Navigating more than 500,000 resources 
v Answer questions about APA formatting 
v Explain how to use NoodleBib citation/bibliography tools 
v Provide direction for database research, resources, and citations 
v Proofreading your writing 

Please contact the Librarian - Pat Grelson, if you have any questions! 
 
Learning Center 
The Learning Center is available to connect you with our student and faculty tutors.  The 
Learning Center can help you with Academic assistance on campus and online. Furthermore, our 
expert Learning Center Coordinator and Tutors can assist you with: 

v Navigating learning resources for Academic success 
v Connecting you with tutors and faculty 
v Time Management resources 
v Assistance with navigating online classrooms 
v Test Taking strategies 

Please contact the Learning Center Coordinator – if you have any questions! 
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ChipsNet 
ChipsNet is the online portal where many Rasmussen Employee documentation and HR forms 
can be located.  To access ChipsNet, contact the PSC or your manager to get set up with a 
username and password.  
 
 

Digital Content & eBooks 
Below you will find helpful information on how to access and utilize digial content and ebooks.  
For digital content Digital Fluency Guide http://guides.rasmussen.edu/digital 
 
CourseSmart Access and How-to Guide Summer 2013 
Go to http://rasmussen.learntoday.info/default.asp 
Login with email/Rasmussen password 
If you cannot, ask PSC for help. 
Once in, click on Faculty eBook Access 

 
The link will take you to  second page…click on “Jump to Your Etext Bookshelf” to get to your 
CourseSmart account. 
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To learn more about how to use the CourseSmart content, see 
http://rasmussen.libanswers.com/a.php?qid=251690 
Especially the link to Stella’s webinar (before it disappears because it is in Wimba). Mostly 
she covers what students and staff can do. 
We could not find the URL to the faculty e-textbook session, but if memory serves, Stella added 
these two pieces: 

• How to add e-textbooks to your bookshelf: http://screencast.com/t/J96bZXKbXKK 

• How to share individual pages of the textbook with students: 
http://screencast.com/t/jv2bn7P0Z4  

Karen made a couple of videos for her faculty that you may also find valuable: 
Finding eTextbooks within CourseSmart 

1. Documents & items you will need (Video 3:37) 

a. Sum13 eBook Cheat Sheet – ONLY for Faculty (Word document) 

b. Sum13 Staff_Faculty Material list 5 31 13 (Excel document) 

c. Syllabus for your class / class number 

2. Access to CourseSmart as a FACULTY member 
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LLC Videos 
Library and Learning Center Videos Available for distribution for Webinars and general 
LLC-related information: 
**Note archived Webinars can be made into MP4’s and uploaded to Screencast.com 
for link and embed code sharing contact BethMarie Gooding. 
 
APA Formatting 
How to create a cover page: 
http://www.screencast.com/t/v3Ptb2OnO 
 
How to create a first line indent: 
http://www.screencast.com/t/v5NfbFTPbg 
 
How to create a first page header: 
http://www.screencast.com/t/KjAkiezy0rmW 
 
How to create a non-first page header: 
http://www.screencast.com/t/cnTO7Q5OUcZ 
 
How to double space:  
http://www.screencast.com/t/cXAdEWML3k 
 
How to format a reference page: 
http://www.screencast.com/t/sgbcLgvEum 
 
How to format correct margins: 
http://www.screencast.com/t/q4LHiB4wxtJP 
 
How to create headers and page numbers: 
http://www.screencast.com/t/KjAkiezy0rmW 
 
APA Citations 
Avoiding Plagiarism: http://www.screencast.com/t/ibMyf59c0m  
 
In-text Citation Overview: 
http://www.screencast.com/t/vtjrG1Vm0kT  
 
Creating in-text citations for paraphrases: 
http://www.screencast.com/t/yGxqIGgFpNL  
 
Creating in-text citations for direct quotations: 
http://www.screencast.com/t/zUyTXpBP  
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Annotated Bibliography: 
http://www.screencast.com/t/WXvzgohLC  
 
APA Citation using NoodleBib 
NoodleBib basics (webinar version link below):  
http://www.screencast.com/t/llLlk5NV  
 
NoodleBib – Creating note cards: 
http://www.screencast.com/t/Q6OOxXAR9MG  
 
NoodleBib – Creating an outline: 
http://www.screencast.com/t/UBtIHG6zImrn  
 
NoodleBib created tutorials: 
http://www.noodletools.com/helpdesk/index.php?action=downloads#category-3  
 
Databases 
 
Criminal justice catalog search: http://www.screencast.com/t/d9ktTOtt  
 
Criminal Justice EBSCO: http://www.screencast.com/t/DkusZEpcsL  
 
Criminal Justice ProQuest: http://www.screencast.com/t/st8YwSRYnaFd  
 
EBSCO E-books: http://www.screencast.com/t/C15DMQQgqY9  
 
Scholarly Articles: http://www.screencast.com/t/rz47dRwDaIlE  
 
GALE Virtual Reference: http://www.screencast.com/t/rVZO0tGn  
 
ProQuest Newspapers:http://www.screencast.com/t/kuoQ1g3MFZeO  
 
Masterfile Database: 
http://www.screencast.com/t/nG6KwQFpbOT  
 
Advanced Mergent: 
http://www.screencast.com/t/mA5cxAgBjj 
 
Mergent ratios and balance: 
http://www.screencast.com/t/GfUsr4GOB7Z  
 
LexisNexis: 
http://www.screencast.com/t/hpAxeoeNyMVP 
 
Points of View: 
http://www.screencast.com/t/GyKUQRHsu 
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Database tutorials from EBSCO and other vendors: 
CINAHL: 
http://support.ebscohost.com/training/flash_videos/CINAHL_w_FT_Basic_tut/CINAHL
_w_FT_Basic_tut.html 
 
Consumer Health Complete: 
http://support.epnet.com/training/flash_videos/CHCinterfaceTutorial.html 
 
MEDLINE with Full Text: 
http://support.epnet.com/training/flash_videos/MEDLINE_w_FT/MEDLINE_w_FT.html 
 
Nursing Reference Center: 
http://support.epnet.com/training/flash_videos/NRC/NRC.html 
 
Literary Reference Center: 
http://support.ebsco.com/training/flash_videos/lrc/LiteraryReferenceCenter.html 
 
Science Reference Center: 
http://support.epnet.com/training/flash_videos/scirc/scirc.html 
 
Gale Virtual Reference Library: 
http://www.gale.cengage.com/media/training/GVRL/GVRL1/GVRL.htm 
 
eBooks- Searching 
http://support.ebsco.com/training/flash_videos/eBooks/ebooks_searching/ebooks_searchi
ng.html 
 
Reading an Article via EBSCO 
http://support.epnet.com/training/flash_videos/reading_article/reading_article.html 
 
Creating a Search Alert (2 min)  
http://support.epnet.com/training/flash_videos/search_alerts/search_alerts.html 
 
Creating a Journal Alert in EBSCO (2 min) 
http://support.ebscohost.com/training/flash_videos/journal_alerts/journal_alerts.html 
 
Visual Search  
http://support.ebsco.com/training/flash_videos/VisualSearch/VisualSearch.html 
 
EBSCOhost Mobile  
http://support.ebsco.com/training/flash_videos/ehost_mobile_tut/ehost_mobile_tut.html 
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Complete listing of EBSCO database and ebook video tutorials from EBSCOhost: 
http://support.epnet.com/training/tutorials.php  
 
Library Resources 
Catalog Basic Search: 
http://www.screencast.com/t/vqDrdehK7wF  
 
Library homepage: 
http://www.screencast.com/t/gttjxEDufrO 
 
Locating quality websites: 
http://www.screencast.com/t/Ecy2fHoQzlV 
 
Accessing eBooks 
http://www.screencast.com/t/zZqcmEB2Q 
 
Using LibAnswers 
http://www.screencast.com/t/ykSxryB8 
 
Using Online Academic Guides: 
http://www.screencast.com/t/5D6jlu4a  
 
Finding Short Stories: 
http://www.screencast.com/t/xmHfN56U 
 
Intercampus Loans: 
http://www.screencast.com/t/3qQ7TnBMvhTd  
 
Interlibrary Loans: 
http://www.screencast.com/t/3qQ7TnBMvhTd  
 
Introduction to Wimba: 
http://www.screencast.com/t/lZQDTvjb  
 
Renewing your books: 
http://www.screencast.com/t/HkECJ9p4rwr  
 
Writing 
Writing an introduction:  http://www.screencast.com/t/UiRwQHb8  
 
Writing a good discussion post- http://www.screencast.com/t/vNlupYZJEVYj   
 
Writing an annotated bibliography- http://www.screencast.com/t/WXvzgohLC   
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Rasmussen Websites 
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Rasmussen Acronyms  
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Student Portal 
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Learning Center Coordinator 
Additional Resources 
To find additional resources not covered in this handout, access the Library and Learning Center 
Team Guide online at guides.rasmussen.edu/llcstaff  The username to access this site is your 
firstname.lastname@rasmussen.edu and the password is Rasmussen.   
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