
Scheduling Tutoring and Supplemental
Instruction

If you need tutoring or supplemental instruction, please follow these steps to reserve a time with
a CACE instructor:

Step 1) Open the CACE Schedule provided by your Professor or that we have on the website.

Step 2) Once you’ve opened the document, you’ll see three columns. On the left side, you’ll see
the names of the instructors and what they tutor. In the center column, you’ll see the days and
times they are available, and on the right column, you’ll see two links; one to schedule an
appointment and one for their personal Webex room for virtual instruction. Select the tutor you
want to work with and find their corresponding Calendly link on the right side. It will say “Click
this link to make an appointment”.



Step 3) Once you click the link, you will find yourself on the instructor’s Calendly page. Click
their name, and it will take you to a calendar with days marked in blue that are available. Select
a day, and then right afterward you will be prompted to select a time. Select a time that works
best for you. Click Next.



Step 4) Enter your name and email when prompted, along with a special message or instruction
for the tutor if you have one. Once finished, hit “Schedule Event”. The instructor will receive a
notification that you have scheduled an appointment.



Upswing
Upswing is an excellent alternative to CACE for all your tutoring needs. Upswing is an all-virtual
tutoring platform that is FREE for UDC students. Please note that as of February 22, 2024, UDC
has limited students’ ability to schedule time with Upswing tutors. While the service is still
available, students are now limited to 1 hour per week. For more resources, please visit CACE.

To access Upswing, please follow these instructions:

Step 1) Go to https://udc.upswing.io/

Step 2) Once at the home screen, if you do not have a profile set up with Upswing already,
select “New User” to create one. Follow the prompts as they appear on the screen and input the
requested information until you’ve concluded the registration process.

Step 3) Once you have finished registering, you will be brought to the Student homepage.
Select the option on the left hand side that says Tutoring.

Step 4) Once you’re on the next page, a box in the middle of the page saying “Seach For A
Tutor” will be visible. Type in the name of the course or the subject you are looking for tutoring
help in. Once you see your class, select it.

https://udc.upswing.io/


Step 5) A list of available tutors who teach the class you’re looking for help in will populate the
page. Select the tutor you’d like, and the next page will give you an expanded view of their bio,
skills, and background, as well as their calendar for availability. If you desire this tutor, click on
the “Select A Time” button on the left-hand side, and follow the prompts to set up a time with the
tutor. Once you’ve scheduled the appointment, the tutor will be notified, and if they approve it,
you will be given additional information on how to access the online session on the agreed-upon
day.




