


ABOUT US
• Founded in November 2012
• Opened for business Fall 2013
• Opened as a study space
• Grown to the leading upper level academic support service 

in NWA 
• Opened a location in Fort Worth (Texas Christian 

University) in October of 2015

OUR SERVICES
• Tutoring

• One-on-One/Group 

• Memberships
• Professional Development Workshops
• ACT Prep Classes



A SUCCESSFUL TUTORING SESSION

• Arrive early
• Review the provided 

material
– Please let us know ASAP 

if you do not feel 
comfortable with the 
material

– It is OK to remind us that 
• Get to know your 

student and their 
struggles

• Get to work!
• Use all of your time

• A session should not 
be…
– Social hour
– Lecture hour
– Quiet hour

• A session should be…
– Engaging
– Semi-interesting
– A collaborative process



TIPS FOR REPEAT 
APPOINTMENTS

• Follow all the steps for 
a successful session

• Work to understand a 
student’s learning 
style

• Take the extra step
– Study guides

– Old notes

– Advice on outside 
studying

• Encourage them to 
rebook right when 
their session ends

• Even better, after a 
couple of sessions, ask 
if they would like a 
weekly appointment



ADVICE FROM AN (OLD) TUTOR

• DO NOT FORGET TO 
FILL OUT A SESSION 
REPORT
▪ www.docollegebetter.c

om//tutoring-session-r
eport/

▪ Bookmark it!

• Be cognizant that 
some students are 
embarrassed by 
getting tutoring

• Be personable and 
relaxed

• You get better with 
practice

• Reply to CC 
– It’s OK to say NO

• Use the calendar 
integration system
– It makes life so much 

easier



YOUR FRONTDESK ACCOUNT

• What Is It?
– Your control panel for all your Campus 

Concierge business

– Integrated calendar/schedule

– Payroll Facilitator

– Appointment and Pay History
• Reminder about session reports

• How Do You Use it?



Step 1: Verify Your Campus Concierge Account

OPEN EMAIL 
FROM CAMPUS 

CONCIERGE



Step 2: ONCE YOU OPEN THE EMAIL CLICK ON THE GREEN 
BUTTON THAT SAYS “CREATE ACCOUNT”



STEP 3: SET UP YOUR CAMPUS CONCIERGE FRONTDESK 
PASSWORD AND FINISH ENTERING IN THE CORRECT 

CONTACT INFORMATION-CHECK THE TERMS AND 
AGREEMENTS

BY CLICKING ON THE GREEN BUTTON 
FROM THE LAST INSTRUCTION (STEP 

2) YOUR BROWSER SHOULD TAKE 
YOU TO THIS SITE. IF YOUR SCREEN 

DOES NOT LOOK LIKE THIS-CONTACT 
CAMPUS CONCIERGE. 



STEP 3: Continued 

CLICK FINISH TO 
FINALIZE YOUR 

ACCOUNT



THIS IS WHAT YOUR 
STAFF DASHBOARD 

WILL LOOK LIKE



STEP 4: SET YOUR NOTIFICATION 
PREFERENCES  

CLICK ON THE 
BELL FOR 

NOTIFICATION 
PREFERENCES 



STEP 4 Continued: GO TO 
SETTINGS 



STEP 4 CONT: EDIT THE SETTINGS 
TAB

CLICK THE 
EDIT TAB



STEP 4 Continued: SWITCH THE 
SLIDE TO 

THE RED “X” 
AND PRESS 

SAVE



STEP 5: TURN ON TEXT 
NOTIFICATIONS

GO TO THE EDIT 
BUTTON UNDER 

THE SCHEDULING 
SECTION 



STEP 5 Continued: CLICK THE 
TEXT NOTIFICATION BOX 

CLICK 
& 

SAVE!



INTEGRATE FRONTDESK WITH GOOGLE CALENDAR

CLICK ON 
SUBSCRIBE TO 

CALENDAR
STEP 1:



STEP 2:

CLICK 
SHOW 

CALENDAR 
URL



STEP 3:

COPY 
THE NOW 
VISIBLE 

URL



STEP 4: SWITCH OVER TO GMAIL CALENDAR 
(UARK)

CLICK “OTHER CALENDARS” 
DROPDOWN ARROW



STEP 5: CLICK ADD BY URL

PASTE 

CALENDAR LINK 

FROM 

FRONTDESK



STEP 7: YOUR CALENDAR EVENTS SHOULD NOW 
APPEAR

CLICK THE SETTINGS WHEEL 
ON YOUR CALENDAR



STEP 8:

CLICK “EDIT NOTIFICATIONS” 
ON YOUR FRONTDESK 

CALENDAR



FINAL STEP:SELECT YOUR PREFERRED 
SMS NOTIFICATIONS


