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How to Book an Interview or Session with a Tutor 

 

 

 

 

1. Visit dsacoliteracy.com  

2. Click “Book a Session.”  

3. Scroll your options and select 

your tutor of choice.  
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4. Click 

BOOK NOW 

to schedule 

an intro 

interview or a 

paid service 

with your 

tutor.  

5. You will be 

redirected to the 

scheduling site. 

Use the email 

address you used 

to apply to the 

program. Input 

your chosen 

password.  

If you have not 

reset your 

password, please 

begin by clicking 

“Forgot 

Password?” and 

following the steps 

found in the 

password reset 

email.  

Once you reset 

your password, 

close your 

browser and 

restart from Step # 

1.  
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6. Your tutor was already 

selected on the dsacoliteracy 

site, so this step is skipped.  

7. Select an interview or a 

paid session using the drop-

down “Select Appointment 

Type.”  

Note: Unless you know the 

tutor outside of the program, 

you must book a free 

introductory interview! 

 

8. Under “package,” you will see “DSACO Adult Lit Summer 2022”– for this summer session, 

your grant total is $2, 250 which breaks down to 30 hours of service at a rate of $75/hour. If 

your tutor falls into the $50/hour rate, this breaks down to 45 hours of service.  

Because consistent instruction is critical to success, DSACO recommends meeting with your 

tutor 2x/week.  

Under “Balance” you will be able to see a running total of funds Used. In order to calculate your 

remaining balance, take Grant Total ($2, 250) – Used (in this example) $50 = Balance ($2,200).  

*Please note that “Used” will reflect ALL bookings, including future dates. The system will 

autocorrect if appointments are canceled.  
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9. Enter student name.  

After you have entered a student’s name, it will save for 

future bookings in a drop-down menu.  

10. Click a date.  

Use the blue arrows to view 

upcoming months.  

Dates that are grayed out 

indicate dates that the tutor is 

unavailable.  
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11. You will see all options available for that week.  

Select a session start time by selecting “Book It.”  
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12. Verify 

appointment 

before finalizing.  

 

13. Select 

grant package 

from the drop-

down menu.  

14. If you would like, include a short note 

with any relevant information (i.e. session 

location preference, age of learner, etc. – 

remember that you will be sharing more 

detailed information during the intro 

interview).  

15. Click Finalize Appointment.  
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If you are booking 

an intro interview, 

the tutor should 

reach out via email 

or phone to confirm 

and let you know 

how you will connect 

(phone call, Zoom, 

Google Meet, 

Facetime, etc.)  

Intro interviews are 

NOT confirmed 

until you hear back 

from the tutor! 

Please email Rachel 

if a tutor has not 

responded to a 

request within 48 

hours.  All your appointments will be 

viewable here on the home 

page.  

Click “Show All” to see all 

appointments.  

To CANCEL appointments, 

Click “Cancel.”  

In addition to cancelling in the 

system, please also notify your 

tutor by text, phone, or email 

(whatever method you establish 

as your preferred 

communication in the intro 

interview).  

Appointments must be 

cancelled in DaySmart 

Appointments at least 24 hours 

in advance. If an appointment is 

cancelled with less notice, the 

tutor will receive payment as a 

courtesy for the short notice 

cancellation.  
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Once cancelled, you will see the account balance reimbursed 

for the cancelled appointment.  


