
How do I get to my online tutoring appointment? 



1. Click to go to myEFSC.
2. Log-in with your B# and password.





3. Click on “Student Email.”



4. When your email opens,
click on the 9 dots in the top left-hand corner of 
your screen. 



5. Look under Apps on the left-
hand side of your screen for 
Teams. Click on Teams.



6. If you have never used Teams before, choose “Use the web app 
instead.” If you already have Teams downloaded, you can use your 
downloaded app instead by clicking “Launch it now”.



At the time of your appointment, your tutor will send 
you a private chat message in MS Teams.

1. Look for chat in the menu on the left-hand side of 
your screen. Click on the Chat icon.

2. Click on your tutor’s name to open the private chat.

3. Go to the bottom of your screen and type, “I am 
here for my appointment.” 

4. Press the send button. 

*Please note that these chats are not monitored 
outside of your appointment time. 
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I am here for my appointment. 3 4

Tutor’s Name2



Your tutor will call you through your chat. 

To accept an audio call, click on the phone icon. Tutor’s Name



1. Once inside your chat, if you would like to share a file 
with your tutor, click on the paperclip icon. Choose to 
upload your file from your computer or your 
OneDrive. Browse your files. 

2. After you select your file, press the send button.
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If you would like to share your screen with your tutor,
use the icon with the arrow.  



For future appointments, it is easier to get to your online tutoring appointment if you 1. 
download Teams and 2. pin it to your computer’s taskbar when you have some extra time 
for it to download. 
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If you have any questions or have any trouble connecting 
to your online tutoring appointment, please contact us.

Our email address is: 
AcademicSuccessCenter@easternflorida.edu

To contact us by phone, please visit our website for our 
hours and campus phone numbers. 

We hope to see you soon!
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