
TUTORINGLibCal Appointments Module



Tutoring Homepage

Students selects a tutor



Student selects day& time slot



ONCE A STUDENT HAS BOOKED AN APPOINTMENT, YOU WILL SEE THE 
APPOINTMENT IN TWO PLACES IN LIBCAL:

1) Appointments (main tab)
 Appointments will be listed

2) Calendar Tab
 Appointments will appear in a calendar grid







LIBCAL AUTOMATIC EMAILS Tutoring



EMAIL TO STUDENT CONFIRMING AN APPOINTMENT
Hi John Doe,

This email confirms your tutoring appointment:

With: Alice McLean-Melvin - Eng/Rel/Hist/Psych/Soc/EarlyChild/CrimJust
When: 4:05pm Tuesday, August 25, 2026
Location: The RCC Tutoring Center is located in Bldg 4 on the main floor of the Library in the Glass Room.
Campus Map

Note that by confirming this appointment, you understand and accept the following guidelines:
1) Tutors are available to help you learn, not to complete your assignments, write your papers, or do your work for 
you.
2) Please notify your tutor if you cannot make your scheduled appointment. Students who miss two sessions without 
notice, will no longer be eligible to schedule appointments.
3) Please show respect to your tutors. Tutors have the right to end a session if a student is rude or disruptive.
4) No food or drink are allowed in the Tutoring Center. Please ensure that you have taken care of your provisional 
needs before coming to your appointment.

To cancel this appointment visit: https://robeson.libcal.com/appointment/cancel/123?c=abcdef
Cancellations must be made at least 1 hour before Appointment starting time.

https://www.robeson.edu/map-dir/
https://robeson.libcal.com/appointment/cancel/123?c=abcdef


EMAIL TO STUDENT WHEN TUTOR HAS RESCHEDULED AN 
APPOINTMENT

Hi John Doe,

Your rescheduled tutoring appointment details:

With: Alice McLean-Melvin - Eng/Rel/Hist/Psych/Soc/EarlyChild/CrimJust
When: 4:29pm Tuesday, August 25, 2026
Location: The Tutoring Center is located in Bldg 4 on the main floor of the Library in the Glass Room.
Campus Map

To cancel this appointment visit: https://robeson.libcal.com/appointment/cancel/123?c=abcdef
Cancellations must be made at least 1 hour before Appointment starting time.

https://www.robeson.edu/map-dir/
https://robeson.libcal.com/appointment/cancel/123?c=abcdef


EMAIL TO TUTOR ABOUT A NEW APPOINTMENT
Hi Alice McLean-Melvin,

You have a New Appointment!:

With: John Doe (john@doe.com)
When: 4:32pm Tuesday, August 25, 2026
Location: The RCC Tutoring Center is located in Bldg 4 on the main floor of the Library in the Glass 
Room.
Campus Map

[custom booking form answers here]

Attachments:

fileA.png
•fileB.xls

https://www.robeson.edu/map-dir/
https://robeson.libcal.com/admin/appointments/booking/9999/attachment/download?index=1
https://robeson.libcal.com/admin/appointments/booking/9999/attachment/download?index=2


EMAIL TO STUDENT WHEN TUTOR HAS CANCELLED AN 
APPOINTMENT

Hi John Doe,

The following tutoring appointment has been cancelled:

With: Alice McLean-Melvin - Eng/Rel/Hist/Psych/Soc/EarlyChild/CrimJust
When: 4:32pm Tuesday, August 25, 2026
Location: The RCC Tutoring Center is located in Bldg 4 on the main floor of the Library in the Glass 
Room.
Campus Map

https://www.robeson.edu/map-dir/


EMAIL TO TUTOR WHEN STUDENT HAS CANCELLED AN 
APPOINTMENT

Hi Alice McLean-Melvin - Eng/Rel/Hist/Psych/Soc/EarlyChild/CrimJust,

Just to let you know, John Doe (john@doe.com) has just cancelled their tutoring appointment.

The appointment was scheduled for 4:35pm Tuesday, August 25, 2026 (Time Zone: Eastern Time - 
US & Canada) at New York.

[custom booking form answers here]
The appointment is now free to be booked again.

Note: This is an automated notification; please do not reply to this message.



EMAIL TO STUDENT WHEN APPOINTMENT HAS BEEN 
CANCELLED BY TUTOR OR ADMIN (EX: SLOT REMOVED)

Hi John Doe,

The following tutoring appointment has been cancelled:

With: Alice McLean-Melvin - Eng/Rel/Hist/Psych/Soc/EarlyChild/CrimJust
When: 4:38pm Tuesday, August 25, 2026
Location: RCC Tutoring Center is located in Bldg 4 on the main floor of the Library in the Glass Room.
Campus Map

[additional information added by admin at the time of sending]

We are sorry for the inconvenience!

https://www.robeson.edu/map-dir/


EMAIL REMINDER TO STUDENT SENT 3 HOURS BEFORE 
APPOINTMENT

Hi John Doe,

This is just a reminder about your tutoring appointment:

With: Alice McLean-Melvin - Eng/Rel/Hist/Psych/Soc/EarlyChild/CrimJust
When: 4:40pm Tuesday, August 25, 2026
Location: The RCC Tutoring Center is located in Bldg 4 on the main floor of the Library in the Glass 
Room.
Campus Map

To cancel this appointment visit: https://robeson.libcal.com/appointment/cancel/123?c=abcdef
Cancellations must be made at least 1 hour before Appointment starting time.

https://www.robeson.edu/map-dir/
https://robeson.libcal.com/appointment/cancel/123?c=abcdef


EMAIL TO STUDENT SENT 1 DAY AFTER THE APPOINTMENT

Hi John,

Thanks for attending the tutoring appointment on 4:42pm, Tuesday, August 25, 2026.

Please let RCC know whether the tutoring session was helpful or not by responding to this short 
survey.

https://forms.cloud.microsoft/r/tjL09tFWsV
https://forms.cloud.microsoft/r/tjL09tFWsV


POST-APPOINTMENT SURVEY Tutoring
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