
How to cancel an appointment 
 
• You cannot cancel an appointment less than two days before your appointment date.   
• If you fail to show up for your appointment, it will be counted as a “no-show.”   
• After three no-shows, you will be put on inactive status and will be unable to use LRC 

services until you have spoken with an LRC faculty member.  
• Cancellations and missed appointments inconvenience our tutors and limit other 

students’ opportunity to use these services.  Thanks for being considerate of your 
fellow students! 

 

Click on “Make a Tutoring Appointment!”  
Type your User Name and Password and click LOGIN.   
 

 
 
 

Click on the date of the appointment you want to cancel.   
 

 
 



The appointment screen will appear. Click on Delete to cancel the 
appointment.  You and the tutor will receive an e-mail telling you that the 
appointment has been cancelled.  
 

 
 

The program will return you to the opening screen.  A cancellation message 
will be displayed there.   
 



You may now Exit the program or make another appointment. 
 

 


