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This tutorial explains how you can set up a class to
recur regularly such as every other day or the second
Tuesday of every month.

Step 1: Create the New Class

1. On the “Switchboard” form, click the “New Class” button.

I Class-Broadway Yoga-Hilla o =]

rq . 1

2. Fill in the Class Details 2 Y ere 3 Coree
lass Details

3. Clicking on Recurrence brings g - S

i lass Name (cpliona —| 5 4 donnson -
up the following form: T T D ineoner o s
Start Time 1T00PM & End | 230 PM Cl T l:l

Studio Reom | Beginner's Room v]
M Studerts — Unlimitzd B | =

Enter the date of the first class.
Then you may enter either the total number of classes or the date of the last class.

To enter the total
number of class,
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Or, to enter the date of the last class, be sure the End by option is selected and then
choose the date from the calendar provided.

' See Tutorial 4: Managing Classes, Step 2



In the Recurrence Pattern area you indicate whether the classes are daily, weekly or

monthly.

If the class occurs on a daily cycle
click Daily and then enter the
number of days or use the up and
down arrow. E.g., every day is 1;
every other day is 2, every third day
1s 3; etc.
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If the class occurs on a weekly cycle,
click Weekly. Then choose the day(s)
of the week and finally enter a
number or use the up and down
arrows for Recur every. E.g., every
week is 1, every other week is 2, etc.
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click Monthly.
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If the class is always on the same day/
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of the month, (e.g. the 11™, chose

Day. Then enter the day of the month and the monthly cycle. E.g. for the 11" day every

other month, choose Day 11 of every 2 months.

Alternatively, if the class is on a certain day in a specific week (e.g., the second Tuesday
of the month) click the second line beginning 7%e. Then choose the ordinal, the day and
the monthly cycle manually or using the up and down arrows. E.g., The second Tuesday

of every 2 months.

=% Lastly, click “Done.”
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