Ki2Tutoring ks

FOR SCHOOLS E .ﬁ_ y & FAQs

Self-Booking Guide

Overview and Purpose:

Students who are enrolled in a self-booking campus will have a certain
number of weekly credits allotted towards tutoring sessions. This guide
will walk you through how to navigate the K12 Tutoring site, book

individual or recurring sessions, cancel sessions, or view upcoming
sessions.

Prerequisites:

Your student will need to be enrolled in a self-booking campus. Please
partner with your school if you do not see the options to self-book, as
this may indicate you are in a different campus.

Navigating to K12 Tutoring website:

1.To log in, go to: https://account.tutoring.k12.com/login/

2.Type in your Student’s email address and password combination. In
most schools, their password will be Smart&##, with the two
numbers being the last two numbers in your student’s emaiil
address.

¢ In the event you are locked out of your account or need a password
reset, please submit a case by emailing:
Ki2TutoringHelp@tutoring.k12.com
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Log in To Vour Ki2 Tutoring Account

K12 Tutoring Help Center How to Self-Book 6/30/2026




FOR SCHOOLS E .ﬁ_ y & FAQs

Ki2Tutoring ks

Booking a Session via Dashboard:

1. Once you are logged in, you will be redirected to your Dashboard.

2.The Dashboard view allows you to search by subject and view all
tutors who are certified in teaching each subject. Many teachers are
certified in multiple subjects.
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3.0nce you have identified your desired subject, you'll be able to
select additional filters, including time of day for the session,
specific courses within that subject, teaching specialties, and even
language. This allows you to find the right tutor for your student’s
specific needs!
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4. Any filters you have selected will be shown on the left-hand side,
under Active Filters. In the center of the screen, you'll be able to see
any tutors who match your filtered requirements.
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5.0nce you’ve found a tutor that meets your requirements, you will
click the blue Book a Session button. This will take you to the tutor’s
page, where you can review their bio, watch their introduction
video, view any specializations, and read reviews from other

students and families!

« Ruthie McGraw
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Overview Specialization Roviews

I'm Ruthie and I'm so axcited to help you with your academic goals! | baliove in meating students where they currently are and

giving them the tools they need to excel. | have been described as very patient and caring, which | believe is true as | want my

students to feel comfortable, understood, and heard in order to help them achieve their greatest potential. | like for my

to not only be able to learn a concept, but | like to make sure they understand the “why" behind the concept. | believe
this helps students to be able to apply their knowledge in any other similar situation. | hope to be able to provide you with an

outstanding learning experience as you venture through your academic journey. As Henry Ford once said, "anyone who stops
learning is old, whether at twenty or eighty. Anyene who keeps learning stays young. The greatest thing in life is to keep your

mind young.” | look forward to learning with you!

6.1f you'd like to continue looking for tutors, click the arrow next to the
tutor’s name to go back to the pool of available tutors meeting your
requirements. If you decide to select this tutor, you may select your
desired date on the calendar on the right-hand side.
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7.You'll be able to select your session’s duration, either 30 or 60
minutes, confirm the subject and the specific course needed, as
well as pick the time that works best for you. If you have any notes
for the tutor relating to your student’s needs, you will be able to add

them here.
Book a Session Select Duration
Select a Subject Select a Course
Math - 3rd Grade Math -
Time
05:30PM -

Add a note for the tutor (optional)

Ruxandra needs help with her long division!

8.0nce you’ve confirmed your session date, duration, course, and
time, the yellow “Confirm Booking” button will become available.
Click this button to confirm your booking!

< Go Back ) Confirm Booking

9.You will see a green confirmation pop up in the top right-hand
corner of your screen, indicating that your session was successfully

booked.

8 Bookinna Ralanara: Ehififes — | M * Tact .

' @ Your session was successfully
booked.
Check Session
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10.0nce the popup has disappeared, you will see your available
booking balance in the top right-hand corner. This balance
indicates the number of hours/minutes you have available to use,
and resets weekly on Mondays.

8 Booking Balance: 5hOOm «

Your self booking hours will
reset on Nov 24th and expire
weekly

Booking a Session via Quick Booking:

1.0nce you are logged in, navigate to the menu on the left-hand side.
Click on Quick Booking.
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2.Quick Booking allows you to select your preferred date, time,
subject, course, and duration for tutoring, as well as gives the
option of booking recurring sessions. Please note that all session
times are the time zone listed in your student profile.
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Quick Booking
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3.The next two steps are for recurring sessions only; if you are only
booking a single session, please skip to step #5. After selecting the
Make Recurring button, another window will pop up allowing you to
choose the details of your recurrence, including your start date,
end date, and preferred day of the week. Once you have made your

selections, click Confirm.

Choose a Recurrence
When does it start wWhen does it end?
B 12/02/2025 ) 12/30/2025

Repeat on

a - - - | a

4.0nce you've confirmed your selections for recurring sessions, the
popup will disappear and you’ll be able to view all of your recurring
session dates. If you have any days in the recurring session you
wish to skip, you may click the pencil icon to edit that session or the
trash can icon to delete it from the series. Once you have
completed your selections, click on Find a Tutor.

K12 Tutoring Help Center How to Self-Book 6/30/2026




Ki2Tutoring ks

FOR SCHOOLS E .ﬁ_ y & FAQs

- .
Quick Booking
Sevslons from Des &2 TOI5 to Dec 30 2035 Sslect & Subject Select & Cowrne
[ngligh - Yrd Grade [nglish Language Arts
WE— /B
09 D 2029 Tue # [ | "eiestpention Thea
L e E]
[Cr——
) D % , B -
——

Find & Tutor

5.A window will pop up on the right-hand side, showing you all of the
available tutors matching your needs. You may search for a specific
tutor name or select from the available tutors. Selecting a tutor will
show you their specialties and whether they are available for all
recurring sessions.

e If atutoris not available for one or more of your recurring
sessions, the platform will automatically assign a different tutor
to substitute. If you would rather pick your own tutor, you may
uncheck the box which reads “Auto assign tutor for unavailable
date(s)”.
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6.0nce you have your tutor selected, click Next. Here you will be able
to add any session notes to the tutor. Click Book Session!

Find a tutor x

Session details
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( Go Back ) Book Session

7.You will see a green confirmation pop up in the top right-hand
corner of your screen, indicating that your session was successfully
booked.

8 Bookino Ralan~a: Bhififin - N T Toct =

' @ Your session was successfully
booked.
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Viewing Upcoming Sessions, Session History, and Cancel Sessions

1.0nce you are logged in, navigate to the menu on the left-hand side.
Click on Upcoming Sessions.
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2.Here you will be able to see all of your upcoming sessions. If your
tutor has not yet accepted your session, there will be a note reading
“Pending Confirmation.”
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3.Click on the three dots to the right-hand side of your session. You
may cancel your session or view details here.

Upcoming Sessions
weoednesday, Decomber 17, 2025
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4. Click Cancel Session to confirm your cancellation. If you do not wish
to cancel, click Keep Session.

Cancel Session X

Canceling this session within 12 hours of a session start time will
result in it being billed to the district.

| Keep Session | Cancel Session

5. To view your Session History, navigate to the menu on the left-hand
side. Click on Session History.
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6.Here you will see all previous sessions. Cancelled sessions will also
appear here.
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Marking a Tutor as Favorite for easy booking:

1. When you have found a tutor that works well for you, you may add
them to your Favorites by clicking the heart icon next to the tutor’s
name. This can be done at any point in searching for tutors.

< Ruthie McGraw
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I'm Authie and Fm 5o axcited to help you with your academic goals! | balleve In meeting students where they currently are and
giving them the tooks they need to excel. | have been described as very patient and caring, which | believe s true as | want my
studaents to feel comfortable, understood, and haard in order to help them achiewe thele greatest potentlal, | ke for my
students o nol anly ba able Lo learn a concept, bul | like to make sure ey undersland tha “why® bahind the concepl. | balieve
this helps students to be able to apply thelr knowledge In any other similar situation. | hops to be able 1o provide you with an
outstanding learning experience as you veniure through your academic jourmey. As Henry Ford once aaid, "anyone who stops

learning is old, whether at twenty or eighty. Anyone who keeps learning stays young. The greatest thing in life is to keep your
mind youndg.” | look forwand to learning with youl

2. Navigate to the Menu on the left-hand side of the platform and
click on Favorite Tutors.
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3. Here you will see all your Favorite Tutors! You may book
sessions with them quickly via this page.
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Troubleshooting: If you have issues scheduling sessions, please
reach out to the K12 Tutoring Support Team -
successteam@tutoring.K12.com
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