How to Create Tutoring
Appointment




Step 1

» Right hand side you will see the word Options. Click to Schedule an Appointment.
This action will launch the appointment scheduling interface where you can
begin setting up your tutoring session.
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Step 2

» Left hand side you will see the word Filters. You will need to appropriately set the Car
Unit, Location, and Service to narrow down your options.

» Care Unit- Tutoring &Technology. This ensures you are accessing the relevant resources
for tutoring.

» Location- Modern Language Lab (Preference) Ensure it matches what you are looking for

» Service- Tutoring Appointment Modern Language (Preference) Pick a service indicated
*Appointment* Confirm the service matches the help you need to facilitate accurate
scheduling.
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Continue Step 2

» Course- ELS101 (Preference) Selecting the correct course ensures that you are
matched with a tutor equipped to assist in that subject.

» Meeting type (Preference) Choose your preferred meeting type, such as in-person,
virtual, or phone consultation.

» Select a Date Choose a suitable date that fits your schedule. Be mindful of any
deadlines or commitments.
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Step 3

» You will see the word Select An Organizer(Tutor). Select the Organizer(Tutor)

» Choose A Time to Meet- Length (Preference) Specify the length of the session
you prefer.

» Select Time Slot- Pick an available time slot that accommodates you
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Step 4

» Scroll down Repeat This Appointment- Do not Repeat unless you need a recurring
session.

» Save Appointment- Make sure to save your appointment to lock in your time. You
will receive a confirmation email regarding your appointment details.
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Thank you

If you have any question, email Julio Rosario- jrosario@lagcc.cuny.edu




