
Directions for Teachworks 

Getting Started 
1. After being added to Teachworks, you will receive an email with a link to confirm your 

account with Tri-Ed Tutoring.   

2. Click on the link.  This will allow you to create your password.  Enter your new password 

twice and click Confirm Account.  

3. After you have confirmed your account you will receive a second email with the link to 

log into your account: https://tri-edtutoring.teachworks.com/accounts/login 

4. Please bookmark this link for future use. 

5. Log-in is also available by clicking “Tutor/Parent Login” on the top right corner at 

www.tri-edtutoring.com . 

Changing Your Password 
1. After you have logged into Teachworks, click Account on the top right hand of the 

screen.  This will give you the option to update your password.  

Changing Profile Information 
1. To change your profile information, click the profile tab.  

2. Click on the word “Edit” that is right after your name at the top left. 

3. Here you can change your address, contact information, your Bio (that your clients can 

see), Travel Radius, Availability, Calendar Settings, and Notifications (email and/or text 

reminders). 

4. We ask that you also upload a photo. 

5. NOTE: If you change pertinent information, please also email Tri-Ed Tutoring to let us 

know of the changes.  Teachworks does not automatically update us when changes 

are made so we will need to know in order to change your mailing address for tax 

forms.  

Initial Contact with Parents 
1. When we connect you with a new student you will receive an email with a task to 

contact the parent.   

2. After you log-in to Teachworks, you can find your task information on your home screen 

or by clicking on the Task tab.   

3. Click on the title of the task to view the description of the task. 

4. To get the parent’s contact information, click on the Students tab. Then select 

“Students” from the dropdown menu.  

5. Click the student’s name. NOTE: This is the student’s information and NOT the parent 

info.  

6. Contact students within 24 hours of getting their information to schedule the first 

session. This has student information as well as notes from our initial phone call with 

https://tri-edtutoring.teachworks.com/accounts/login
http://www.tri-edtutoring.com/
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the parent. Please be sure to read all Additional Info, Additional Details, and Notes listed 

to understand the assignment.  

7. To see parent contact info, click the parent’s name at the top of the student page. This is 

the hyperlink next to “Family Name”. 

8. After you have scheduled your first session, you need to mark the Task as Complete.   

a. Click on the Task Tab 

b. Click on the check mark (on the right) to update the status of the task. 

c. Change the status from Assigned to either Completed – if you have spoken to 

the parent and confirmed the first session, or In Progress – if you have tried to 

contact the parent and are waiting to hear back. 

d. Click Save 

Scheduling a Session 
1. After scheduling a session with a parent or student, add the event to the calendar.  

2. Click on the Calendar tab, then select “Add Session” from the dropdown menu.  

3. On this screen, you can select the student’s name, location of event, title of event (this 

will auto-populate with the student’s name), service (type of tutoring), and day/time.  

4. If this lesson will take place each week, you can click the box to “Repeat” the session.   

Select if the session is to repeat daily, weekly or monthly.  If weekly, select the day of 

the week you would like the session to repeat on.   Lastly, select an end date.   

5. Adding events to the calendar will send reminders to parents and students one day in 

advance to cut down on late cancellations. 

Recording a Completed Session 
1. To record a session, you can choose the session from your Dashboard under 

“Uncompleted Sessions” or from your Calendar. 

2. From the Dashboard, click on the session.  From the Calendar, click the session that you 

completed.  This will give you the option to view, edit, delete, complete, or copy.   

3. If you completed the session that was scheduled, click “Complete”. 

4. Change the Lesson Status from “Scheduled” to either “Completed”, “Missed”, or 

“Cancelled”.  Missed – is when you are not given 24 hours of notice prior to the student 

cancelling the session.  Cancelled – is when you were given 24 hours of notice.  Each 

client is given 1 free late cancellation, after that they will be charged for the missed 

session. 

5. Complete “Shared Notes” with notes that you would like the parent to see.  Information 

that should be included is as follows: 

a. What was covered during the session? 

b. What progress has been made and/or what areas still need improvement? 

c. What homework or additional studying was assigned? 

d. If you are working with a test prep student, it is very important to note whether 

homework was completed each session.  
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6. Leave “Email Shared Notes” box unchecked.  We will review and send session notes as a 

batch to parents.  

7. Click “Submit”.  

8. Sessions must be completed every payroll cycle to get paid for that session.  If you enter 

a session after the payroll cycle, please contact either Amanda Paldao 

(amanda.medders@tri-edtutoring.com) or Hanna Willmert (hanna@tri-edtutoring.com) 

to let us know. 

 

Adding Test Results 
1. If you want to track your student’s SAT and/or ACT results, click on the Students tab and 

select “Results Tracking”. 

2. Select the student’s name, which test they took, the date, and their results. 

a. For the ACT, enter the results in this format (E, M, R, S) for English, Math, 

Reading, and Science 

b. For the SAT, enter the in this format (CR/W, M) for Critical Reading/Writing and 

Math. 

3. Click Submit. 

 

To View Your Hours 
1. If you want to check how many hours you have worked for payroll reasons, click on the 

Hours tab. 

2. Here you can view your session hours, other compensation (referral credits), and your 

paychecks (under payments). 
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