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LOGGING IN 

To login to LEO:  
Option 1 

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

 

Option 2  

1. Login to LEO via your institution’s learning management system 

 

CREATING A WORKSHOP 
Click the Schedule tab.  
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Then click Add a Session. 

 
 

Under Meeting Type, select Workshops.  

 
 

Then fill in the remaining fields: Topic, Description and Keywords. Students will use Keywords in 
their search for relevant workshops. You can add or delete Keywords at any time.  
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Next, set the Start Time for your Workshop. Note that the duration of a Workshop is always set to 
60 minutes. You may notice a yellow warning if you schedule a workshop outside of your 
scheduled hours, but this does not prevent you from scheduling at that time. 

 

You can set your Workshop to recur daily, weekly, or monthly for up to 12 days, 12 weeks, or 12 
months. 

 

Click Submit to create your Workshop. You can go back and edit the details of a Workshop at any 
time. 
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MANAGING WORKSHOPS 
Once a Workshop (or Workshop series) has been scheduled, you can manage it in Upcoming 
Sessions.  

 

 

Click Add to Calendar to add the Workshop to your personal calendar (Google, iCal, Yahoo, and 
Outlook are supported). 
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Click Modify Session to adjust Workshop details, including the Title, Description, Keywords, and 
Start Time. You can also assign another person as the Workshop Leader, if necessary. 

 

Click Cancel to cancel an individual Workshop. If you set up the Workshop as a recurring series, 
clicking Cancel will only cancel that individual occurrence. 

 

 

CONDUCTING WORKSHOPS 
On the day of a Workshop, you will see it appear on the LEO dashboard under Today’s Sessions. 
The yellow Connect Now button will appear 15 minutes before the scheduled start time.  

 

Clicking Connect Now button will open the Online Classroom, where the session will take place. 
Students can begin joining the Workshop 5 minutes prior to the scheduled start time. 
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If it is your first time in the Online Classroom, you will need to grant it permission to use your 
microphone (and camera if you plan to use video). 

 
 

The Online Classroom will open to the Public Chat, where you’ll be able to communicate with 
participants. The next section will dive more into all of the available classroom tools. 
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To end a Workshop, hover over your name in the top-right corner and click End Session. 

 
This will end the Workshop for everyone, placing participants into playback mode. Click Continue 
and then you can close the window. 

 
 

 

 

COMPLETED WORKSHOPS 
After a session is completed, a session transcript and a session recording will generate. To view 
these, go to Schedule and then Completed Sessions. 
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ONLINE CLASSROOM TOOLS FOR WORKSHOPS 

Insert Whiteboard Tools Share 

Choose from a variety of 
workspaces to interact with 
students, including: 

 Code Editor 
 Slide Set Explorer 
 Whiteboard 
 Word Processor 
 

 
 
 

Additional Resources: 
How-to: Insert 
Video: Insert 
How-to: Slide Set Explorer 
Video: Slide Set Explorer 

The Whiteboard is the most 
commonly used workspace in 
the classroom. The Whiteboard 
Tools are useful across all 
subject areas and topics: 
 

       
 

Additional Resources: 
How-to: Whiteboard Tools 
Video: Whiteboard Tools 

Share an open tab, window, or 
entire screen with participants: 
 

 
 
 
 

 
Additional Resources: 
How-to: Share 
 

Attach Breakout Rooms Participants 

Attach a file to the classroom 
from a desktop computer or 
take a snapshot from a 
mobile device using the 
SnapAttach feature. 
 

 
Additional Resources: 
How-to: Attach 
Video: Attach 

 

In a session with multiple 
participants, divide students up 
into breakout rooms to 
collaborate on problems or 
discuss various topics. 
 

 
 
 
 

Additional Resources: 
How-to: Breakout Rooms 
Video: Breakout Roomsv 

 

Actions used by participants will 
appear next to their name on 
the Participants tab. Toggle 
on/off student permissions, 
including their ability to: 
 

 Interact with workspaces 
 Use the chat 
 Turn on microphone/video 

 

 
 

Additional Resources: 
How-to: Participant Permissions 
Video: Participant Permissions 
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Engagement Tools 

Engage with students and gauge how they are feeling in the moment using the following features: 

 Actions 
 

 
 
 

 Polls 
 

 

 Timer 
 

 

Additional Resources: 
How-to: Engagement Tools 
Video: Engagement Tools 
 

  


