Client Resource tutor.comr

SCHEDULED TUTOR USER GUIDE

Getting Started

1. Open LEO at https://leo.tutor.com/
2. Enter your username and password

I. Managing Your Availability

Before you can schedule or accept tutoring sessions, you must tell LEO what times you are available. To manage
your availability, click the AVAILABILITY tab at the top of the landing page. That will open the page below.

Set your availability for meeting requests

From this page, you can define which days and times you're available for meeting requests. Select the day to select the hours you're available.

12:00 AM to 12:30 AM
12:30 AM to 1:00 AM
:00 AM to 1:30 AM
:30 AM to 2:00 AM
200 AM to 2:30 AM
30 AM to 3:00 AM
3:00 AM to 3:30 AM
3:30 AM to 4:00 AM
4:00 AM to 4:30 AM
4:30 AM to 5:00 AM
:00 AM to 5:30 AM

12:00 PM to 12:30 PM
12:30 PM to 1:00 PM
1:00 PM to 1:30 PM
1:30 PM to 2:00 PM
2:00 PM to 2:30 PM
2:30 PM to 3:00 PM
3.00 PM to 3:30 PM
330 PM to 4:00 PM
4:00 PM to 4:30 PM
4:30 PM to 5:00 PM
5:00 PM to 5:30 PM

130 AM to 6:00 AM

5:30 PM to 6:00 PM
6:00 AM to 6:30 AM 6:00 PM to 6:30 PM
6:30 PM to 7:00 PM
7:00 PM to 7:30 PM
7:30 PM to 8:00 PM
AM to 8:30 AM 8:00 PM to 8:30 PM
AM to 9:00 AM 8:30 PM to 9:00 PM
AM to 9:30 AM 9:00 PM to 9:30 PM
:30 AM to 10:00 AM 9:30 PM to 10:00 PM
10:00 AM to 10:30 AM 10:00 PM to 10:30 PM
10:30 AM to 11:00 AM 10:30 PM to 11:00 PM
11:00 AM to 11:30 AM 11:00 PM to 11:30 PM
11:30 AM to 12:00 PM 11:30 PM to 12:00 AM

6:30 AM to 7:00 AM
:00 AM to 7:30 AM
:30 AM to 8:00 AM

COPY THIS WEEK'S AVAILABILITY FORWARD

EEEEER : - -EEEEEN - -

The calendar feature on the left side of the page displays by month. Highlighted dates (in this case, Dec. 15, 16, 19,
and 21) are days on which the tutor is available to students to schedule tutoring sessions. Select any date in any
month and, on the desired date, check a box next to the times at which you would like to be available for
scheduling. Blocks are in 30-minute increments, so you may need to check multiple boxes. In the above example, a
tutor has been marked available between noon and 2:00 pm and again between 4:00 and 6:00 pm on December 21.

Click “Copy this Week’s Availability Forward” to set a regular weekly schedule that matches the changes you just
made for as many upcoming weeks as you would like. The below box will pop up. The system will take this literally —
you’ll need to work around holidays, spring break, or any other weeks your schedule will be irregular.

You're about to copy your availability forward

This will take your daily availability from the week of
December 11 - December 17 and copy it forward to future
weeks

How many subsequent weeks would you like to copy this

week's availability to?

Copy my availability forward by 1 I weeks.

CONFIRM OR CANCEL
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Il. Managing Your Schedule

You don’t have to wait for students to schedule sessions with you. You can initiate sessions yourself, as well as view
prior and upcoming scheduled sessions. To do so, click the “Schedule” tab at the top of each page.

M Availability Students My Account ¥

Your schedule

Wiew your upcoming and campleted tutering sessions, or schedule new sessions!

Upcoming Sessions Completed Sessions

ADD A SESSION ©

You don't have any sessions coming up! When you do, information about those sessions will appear here.

Under Upcoming Sessions, you can create, view, and edit future tutoring sessions. To create one, click “Add a
Session” on the right side of the screen, which will create this pop-up window.

Create Your Meeting X

MEETING TYPE

TOPIC [ Math

SUBJECT { Calculus Il

START TIME 12/21/202; ‘ @ [ 04:00 ‘ | PM l

DURATION [ 30 minutes

STUDENT *Leo Student 2 (leostudent2@tutor.com)

e =

This meeting falls outside your scheduled hours.

et

e Meeting Type identifies which program this session will be associated with. You may only have one option; if
you have more and aren’t sure which to select, your administrator should be able to help.

e Topic and Subject specify what content you wish to tutor. Topic is the general content area, and Subject will
identify the exact course you’re planning to help with.

e Select a start date and time, and an expected duration for the session.

e |dentify the student you want to work with.

e Note that in the above example, a tutor is trying to schedule something outside their available hours. You
may need to go back to “Availability” and adjust your hours to complete this task.

e When the session is fully described, click “Submit.” The student you’re scheduling with will be notified of
this addition to their schedule.
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Now that the session exists, you can manage it in Upcoming Sessions. You can modify the session, cancel it, add it to
your personal calendar (Google, iCal, Yahoo, and Outlook are supported), or add notes to the session.

Your schedule

View your upcoming and completed tutoring sessions, or schedule new sessions!
Upcoming Sessions Cempleted Sessions
ADD A SESSION ©

LEO STUDENT 1 E1ADD TO CALENDAR

y
December 21, 2022 (4:00pm-4:30pm)

Notes are your way of communicating before and after the session with the student. You can send one another
messages or share files to make the session run more smoothly.

Tutor.com Learning Suite | Session Notes

Student: December 21, 2022 > 4:00 PM - 4:30 PM  Tutor:
Leo Student 1 Scheduled Business Tutor 2
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Please make sure to review Chapter 4 before we meet and come with your questions ready!

span

@ UPLOAD A FILE [FUI-M © save

Under “Completed Sessions,” you can view Transcripts, Recordings, and Notes from past tutoring sessions. Keep in
mind that students from past sessions may continue to post notes, so it’s good practice to check this screen
periodically to see if any have been added.

Upcoming Sessions Completed Sessions
'l'rlgonometry SESSION RECORDING [
December 9, 2022 (1:00pm-1:30pm)

LEO External Provider Sandbox Tutor Tutor NOTES (0)
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Ill. Student Information

The “Students” tab allows you to get information about students you would like to tutor. In the search bar, enter a
few characters of a student’s name or email address to find them. Next to the student’s name, click VIEW to get

more information about them.
Schedule Availability My Account ¥

Student Search

Search for all existing accounts below. Leave Search Criteria blank and click SEARCH to view all students.

Search Criteria

- ==

Results
First Name Last Name Email
Lea Student 1 leostudenti@tutor.com “
Leo Student 2 leastudent2@tutor.com “
Leo Student 3 leostudent3@tutor.com
Student! Student! “

Within the student’s account, you can view their contact information under “Student Info”

Leo Student 1

Student Info Upcoming Sessions Comple
FIRST NAME Leo
LAST NAME Student 1
STUDENT ID 9028233
EMAIL leostudenti@tutor.com
SMS SETTINGS Preference: No
Notes

+ ADD INTERNAL NOTE

See what sessions they have coming up, and those they have already completed

Leo Student 1 Leo Student 1
Studont et
Studentinfo  Upcoming Sessions  Completed Sessions  Progress Repert
Drop Off Essay Review
rest
eBased Tutor 4, Writing Raview
Ds ber 21, 2022 (4:0 8
NOTES (0)
Scheduled Business Tutor 2, LEO External Provider Sandbox Tutor Tutor Calculus I1I
December 14, 2022 (2:00pm-2:30pm)
Schadules Mt Tutor LEG Esterna ProscsSandbx Tuto Totor

(see next page)
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and view the student’s progress report — that is, what sessions they’ve participated in, who their favorite tutors are,
and more.

Leo's Progress Report

Select tutors from your previous sessions that you liked by clicking the "Heart" icon to add them to

your favorites list here. Adding tutors to your favorites list makes it easier to meet with them again.

AVERAGE ON DEMAND SEND ACCOUNT PROGRESS REPORT
SESSION LENGTH
Export this report to send your account progress report to

a parent, teacher, or anyone you want.

2.78

: MINUTES

EXPORT REPORT

NUMBER OF SESSIONS BY TYPE

NUMBER OF TUTORING SESSIONS BY SUBJECT

Math

1 Total
1 College
Algebra

FAVORITE TUTORS

YOU HAVE NOT SET ANY FAVORITE TUTORS.

IV. Your Preferences

Finally, LEO will email you whenever activity has occurred on your account — for instance, a session has been
scheduled or altered, notes have been added, or your administrator has altered your status in any way. Under “My
Account,” let LEO know whether you would also like these notifications over SMS.

Schedule Availability Students

Preferences

Contact Preferences Log Out

Text Messaging

Opt-in to receive SMS text updates direct to your phone! We'll tell you when your sessions are
scheduled or cancelled, and we'll remind you an hour before each session starts.

Check the box below, enter your cell phone number, and then click SAVE to receive updates:

[ J| Enter your cell phone number

Message and data rates may apply. You can unsubscribe at any time by either (1) returning to this
page, unchecking the box, and clicking SAVE or (2) replying to any text message you receive from us
with the word STOP.
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