
    
SETTING UP A CLASS  

1. Setting up a class for things such as Yoga or Spinning is very similar to setting up 
a standard service.  From the main screen select Setup/Spa Services.  

  

2. If you do not already have a group designated for your classes you may do so now 
by typing in the name of the group (i.e. Classes) and clicking ‘enter’ on your 
keyboard. 

         



   
3. Now, in the ‘service name’ field type the @ sign (shift 2 on your keyboard) 

followed by the name of the class, for example @yoga. Then click the enter key 
on your keyboard.  The ‘@’ sign is the symbol that differentiates between a 
standard service and a class. 

  

4. Next, type in the amount that you are going to charge each client to attend the 
class under the “spa price” section and once again click ‘enter’ on your keyboard.   



  

5. If one of your instructors has a different price that they charge when they are 
instructing a class then the standard spa price, you can use the drop drown list 
under “operators price” to select their name and type in their own individual price 
followed by clicking the save button to the bottom right. 

  



6. Next click the “times” tab at the top of the page.  In this section you can use the 
left and right arrows to decide how long this class is. 

  

7. If your instructors have different lengths of times it takes them to teach the class, 
you can once again select the drop down list to select their name and associate 
their own length of time followed by clicking the ‘save’ button to the bottom 
right. 

 



 
8. If this class will room space you will need to click the ‘rooms’ tab at the top of the 

page and place a checkmark in each room that this class can be performed in 
followed by clicking the save button. 

  

9. Once your class has been setup, you can now go to 
Setup/Configuration/Appointments/Set Class Size to determine how large you 
will allow this class to get before it becomes full. 

  

10. Lastly, select the class from the drop down list, type in a limit and click the ‘set 
limit’ button.  If there won’t be a limit then simply click the ‘no limit’ button. 



  

11. Booking a class is very similar to booking a standard appointment with one slight 
difference.  As oppose to selecting a client prior to booking the class, book the 
class and once booked you can right click on the appointment and assign people 
to the class. 
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