
Virtual Tutoring 
Guide for Students 
How to access Microsoft Teams, initiate a tutoring 
session, and send your assignment file to the tutor.  



Step One 
 

To access the directions on getting to the 
virtual tutoring interface, click this link on the 
right side of your MyEFSC account 
 



Step Two 
 

You will be redirected to a page on the main EFSC website. 
From this website, you can choose what subject you need 
help with. Follow the instructions on this page to access 
Microsoft Teams.  
 



Step Three 
 

Once you are in the Team for the subject you need, you can 
post that you need help with an assignment. A tutor will 
respond to your request and start a private chat with you to 
begin the tutoring session.  
 



Step Four 
 

After you ask for help, a tutor will begin a private chat 
with you. If you so choose, you can either video or 
audio call with the tutor to discuss your assignment.  
 



Step Five 
 

To send your assignment as an attachment to the tutor while in 
the call with them, you must first open the chat. To open the chat, 
click the button along the bottom that looks like a text bubble. The 
file must be in a word processing file format. 
 



Step Six 
 

After you open the chat, you will click on the paperclip icon 
to open the file explorer within your computer. Go to the 
folder in your computer where the file is located and then 
double click on it to attach to the chat.  
 



Step Six 
(Part 2) 

 

After you open the chat, you will click on the paperclip icon to 
open the file explorer within your computer. Go to the folder in 
your computer where the file is located and then double click on it 
to attach to the chat. After attaching the file to the chat, you and 
your tutor can decide which format you would like to use to look 
at it together.  
 


