
s t e p  4 :  t y p e  y o u r  
m e s s a g e  i n  t h e  t e x t  
b o x  a n d  c l i c k  s e n d

How To Guide: Change a Scheduled Tutoring Session

Option 1: Message your tutor
 The best way to reschedule or cancel 

a tutoring session is to reach out to 
your tuto

 Please give your tutor a minimum of 
24 hours notice
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S T E P  1 :  C O N T A C T  Y O U R  T U T O R

 Click on Tutoring in the navigation 
ba

 Click on My Tutor
 Select the tutor who leads the session 

you’d like to change and click on 
(Message tutor)
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Option 2: Reschedule

S T E P  1 :  F I N D I N G  Y O U R  S E S S I O N

 Click on Tutoring in the navigation ba
 Click on My Schedul
 Find the session you’d like to chang
 Click on (Reschedule session)

 Choose the session length and dat
 Click (Next
 Review details and click Schedule 

Session

s t e p  5 :  e d i t  t h e  s e s s i o n
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