
This Getting Started Guide will walk you step-by-step through configuring 

iClassPro’s Appointments feature for the Office Portal and

Customer Portal/Mobile App. The Appointments feature makes it easy to create 

one-off or recurring private or semi-private lessons. 

Once you’ve completed the steps below, you will be ready to create

Appointment Timeslots, book students for lessons, and enable the feature

for the Customer Portal/Mobile App so your customers can create their own 

Appointment bookings online.

Getting Started
with Appointments
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STEP 1

Determine the Best Event Type

First, consider whether the event you are setting up would be best configured 

as a Class, Camp, or Appointment.  You can use the chart below to help you 

determine which event type should be used based on several factors, including:

•  Your INTENDED AUDIENCE for the event

•  The EVENT DURATION

•  How TUITION/FEES should be charged

•  The SCHEDULE of when/how often the event will take place

•  Whether the event is compatible with PUNCH PASSES

•  Any additional UNIQUE FEATURES that apply to the specific event type.



STEP 2

How to Configure the Appointments Settings

To use the Appointments feature, you will need to first configure several differ-

ent settings that determine how the system handles various options related to 

appointments.

General Appointments Settings

General Appointments Settings define how the system will handle certain tasks 

related to Appointments, including whether Blackout Dates should apply to the 

Appointment schedule, whether a fee should be charged for cancellations, and 

which hours the facility is available for Appointment bookings.

1. Navigate to SETTINGS > SETUP > APPOINTMENTS SETTINGS.



STEP 2
continued

2.  Expand the “General Appointments Settings” area.

3.  Enable or disable the options based on how you want the system to behave.

For more information about General Appointments Settings, click here!

https://iclasspro.zendesk.com/auth/v2/login/signin?return_to=https%3A%2F%2Fsupport.iclasspro.com%2Fhc%2Fen-us%2Farticles%2F9040579421847&theme=hc&locale=en-us&brand_id=29854&auth_origin=29854%2Ctrue%2Ctrue


STEP 2
continued

Services

A "Service" defines the specific intention of the Appointment. Each

Appointment is linked to a specific Service. The defined Service name is 

displayed on the Customer Portal/Mobile App in place of the word "Appoint-

ment", similar to how Camps use "Camp Types" to group similar camps together.



STEP 2
continued

1. Click "Add New Service."

2.  Enter a NAME for the Service being offered.

3.  (Optional) Enter a DESCRIPTION for the Service being offered.

4.  Enable the "Tax Exempt" option if Appointments associated with the Service 

5.  should not be subject to Sales Tax.

6.  Click SAVE to create the new Service.

To create a new Service:

For more information about creating and configuring Services, click here!

https://iclasspro.zendesk.com/auth/v2/login/signin?return_to=https%3A%2F%2Fsupport.iclasspro.com%2Fhc%2Fen-us%2Farticles%2F9040579421847&theme=hc&locale=en-us&brand_id=29854&auth_origin=29854%2Ctrue%2Ctrue


STEP 2
continued

Pricing Schedules

Pricing schedules are how iClassPro's Appointments feature determines how 

much to charge for Appointments including multi-student discounts. At least 

one pricing schedule must be created before an Appointment can be created 

and saved.

Pricing Schedules support a single defined fee that is charged for each Timeslot 

booked. If Appointments associated with the Pricing Schedule will allow multi-

ple students, you can add columns to define pricing for additional students. This 

allows you to use the same Pricing Schedule for Private Lessons and Semi-Pri-

vate Lessons by adjusting the number of bookings allowed.



STEP 2
continued

NOTE: It must be stressed that Group Appointments are associated 

with a single student, even if the booking family invites additional

students to attend. Therefore, the enrolling family will be responsible

for all fees associated with a Group Appointments booking.

If the "Group Appointment" option is NOT enabled for the Appointment 

Timeslot, billing will be charged per-student.

For example, if the Pricing Schedule is set up to account for up to three bookings and 

"Group Appointment" is NOT enabled, the system will charge the price in Column 1 for each 

student booked into the Appointment.

If the "Group Appointment" option IS enabled for the Appointment Timeslot, 

billing will be based on the maximum number of bookings allowed, not on the 

actual number of bookings.

For example, if the Pricing Schedule is set up to account for up to three bookings and 

"Group Appointment" is enabled, the system will charge the price in Column 3. 

For more information about creating Appointment Pricing Schedules, click here!

https://iclasspro.zendesk.com/auth/v2/login/signin?return_to=https%3A%2F%2Fsupport.iclasspro.com%2Fhc%2Fen-us%2Farticles%2F9040579421847&theme=hc&locale=en-us&brand_id=29854&auth_origin=29854%2Ctrue%2Ctrue


STEP 3

How to Create Appointments/Appointment 
Timeslots

During the Appointment creation process, you will need to assign certain field 

values, such as:

     •  Instructor

     •  Service

     •  Program

     •  Pricing Schedule

     •  Zone

If needed, you will be given the option to create a new Instructor, Service, 

Program, Pricing Schedule, or Zone during the Appointment Timeslot process. 

However, this slows down the creation process so it may be preferable to 

create these in advance.



1.  Navigate to the APPOINTMENTS page.

2.  Click the NEW APPOINTMENT button in the upper right-hand corner of the 

page to open the CREATE APPOINTMENT window.

3.  Enter a NAME for the Appointment. 

4.  Enter the Appointment DETAILS and DESCRIPTION.

STEP 3
continued

To create a new Appointment:

A "Service" defines the specific intention of the Appointment. Each Appoint-

ment is linked to a specific Service. The defined Service name is displayed on 

the Customer Portal/Mobile App in place of the word "Appointment", similar to 

how Camps use "Camp Types" to group similar camps together.



5. Define the SCHEDULE for the Appointment, including the FREQUENCY and 

DATE/TIME.

a. If the FREQUENCY is set to “Recurring”, you will need to specify how often 

the Appointment will occur.

i. Daily, and how often (every 1, 2, 3 days, etc.)

ii. Weekly (on a specific Day of the Week), and how often (every 1, 2, 3 

weeks, etc.)

iii. Monthly (on a specific Day of the month or Ordinal Day of the Week)

1. Start/End Date

2. Start/End Time

b. If the FREQUENCY is set to “One Time”, you will need to define when the 

Appointment will occur:

i. Start Date

1. NOTE: Since this is a "One Time" Appointment, the End Date will

automatically be set to match the Start Date.

ii. Start Time/End Time

STEP 3
continued



6. Set OTHER Appointment details.

7. SAVE the Appointment Timeslot.

Once an Appointment Timeslot has been created, it can be duplicated using the 

"Duplicate Timeslot" button at the bottom of the "Edit Appointment" window.

STEP 3
continued

For more information about creating Appointments, click here!

https://iclasspro.zendesk.com/auth/v2/login/signin?return_to=https%3A%2F%2Fsupport.iclasspro.com%2Fhc%2Fen-us%2Farticles%2F9041427694615&theme=hc&locale=en-us&brand_id=29854&auth_origin=29854%2Ctrue%2Ctrue


STEP 4

How to Enable and Configure Appointments for 
the Customer Portal/Mobile App

Allowing Appointments to Show in the Customer Portal/Mobile App 

Each Appointment Timeslot allows you to define whether the following visibility 

options for the Customer Portal/Mobile App:

• Show to Customers - if enabled, the Appointment Timeslot will be displayed 

on the Customer Portal/Mobile App.

• Allow Web Registration - if enabled, customers will be able to register for the 

Appointment Timeslot in the Customer Portal/Mobile App.

Enabling Appointments for the Customer Portal/Mobile App

To enable the Appointments feature for the Customer Portal, navigate to

SETTINGS > CUSTOMER PORTAL > OTHER SETTINGS > GENERAL SETTINGS 

and enable the option to "Show Appointments And Allow Visitors To Register For 

Them."



STEP 4
continued

Configuring Appointments Settings

The Appointments settings determine how the system handles requests to 

book Appointments via the Customer Portal/Mobile App.

1. Navigate to SETTINGS > CUSTOMER PORTAL > OTHER SETTINGS > 

APPOINTMENTS.

2. Expand the “General Appointments Settings” area.

3. Enable or disable the options based on how you want the system to behave.



STEP 4
continued

a. Limit booking start date to at least X days from today - limits the start date 

of an Appointment booking to at least this number of days in the future from 

the date of registration. (For example, if set to "2", customers cannot book 

an Appointment less than two days in advance.)

b. Limit booking start date to at most X days from today - limits the start date 

of an Appointment booking to at most this number of days in the future 

from the date of registration. (For example, if set to "2", customers cannot 

book an Appointment more than five days in advance.)

c. Auto Approve Appointments - enables the Customer Portal/Mobile App to 

automatically approve Appointment requests for students where an opening 

exists and the students meet the established requirements of age and 

gender. This must be enabled to allow the Customer Portal/Mobile App to 

charge for bookings and to collect payment.

d. Allow Customers to cancel appointments - if enabled, customers will be 

allowed to cancel Appointments from the Customer Portal/Mobile App.

i. Cancellation Timeframe (Days/Hours/Minutes) - limits the cancellation 

timeframe based on a certain number of Days/Hours/Minutes before the 

scheduled appointment timeslot.

1. NOTE:  If "Charge Cancellation Fee" is enabled under SETTINGS > 

SETUP > APPOINTMENT SETTINGS > GENERAL APPOINTMENT

SETTINGS, the system will charge a cancellation fee accordingly.

e. Allow Rescheduling - if enabled, customers will be allowed to reschedule 

Appointments from the Customer Portal/Mobile App.

i. Rescheduling Timeframe (Days/Hours/Minutes) - limits the rescheduling 

timeframe based on a certain number of Days/Hours/Minutes before the 

scheduled appointment timeslot.

ii. Auto Approve Rescheduled Appointments - if enabled, the system will 

automatically approve rescheduled appointments if they are submitted 

within the Rescheduling Timeframe.

iii. Send Email Notification Upon Auto-Approved Rescheduled Appoint-

ment To Email Address Of Appointment Location - if enabled, the 

system will send an email to the address of the Appointment location if a 

rescheduled appointment request is automatically approved. 

iv. Send Confirmation Email to Instructor - if enabled, the system will send 

an email to the address of the Appointment instructor if a rescheduled 

appointment request is automatically approved. 

1. NOTE: If "Charge cancellation fee for rescheduled appointments" is 

enabled under SETTINGS > SETUP > APPOINTMENT SETTINGS > 

GENERAL APPOINTMENT SETTINGS, the system will charge a can-

cellation fee accordingly.



4.  SAVE any changes.

5.  Click on the pencil/edit icon next to the Auto-Charge Scheduler to configure 

     your charge category schedule for Appointments charges.

a. Limit booking start date to at least X days from today - limits the start date 

of an Appointment booking to at least this number of days in the future from 

the date of registration. (For example, if set to "2", customers cannot book 

an Appointment less than two days in advance.)

b. Limit booking start date to at most X days from today - limits the start date 

of an Appointment booking to at most this number of days in the future 

from the date of registration. (For example, if set to "2", customers cannot 

book an Appointment more than five days in advance.)

c. Auto Approve Appointments - enables the Customer Portal/Mobile App to 

automatically approve Appointment requests for students where an opening 

exists and the students meet the established requirements of age and 

gender. This must be enabled to allow the Customer Portal/Mobile App to 

charge for bookings and to collect payment.

d. Allow Customers to cancel appointments - if enabled, customers will be 

allowed to cancel Appointments from the Customer Portal/Mobile App.

i. Cancellation Timeframe (Days/Hours/Minutes) - limits the cancellation 

timeframe based on a certain number of Days/Hours/Minutes before the 

scheduled appointment timeslot.

1. NOTE:  If "Charge Cancellation Fee" is enabled under SETTINGS > 

SETUP > APPOINTMENT SETTINGS > GENERAL APPOINTMENT

SETTINGS, the system will charge a cancellation fee accordingly.

STEP 4
continued

e. Allow Rescheduling - if enabled, customers will be allowed to reschedule 

Appointments from the Customer Portal/Mobile App.

i. Rescheduling Timeframe (Days/Hours/Minutes) - limits the rescheduling 

timeframe based on a certain number of Days/Hours/Minutes before the 

scheduled appointment timeslot.

ii. Auto Approve Rescheduled Appointments - if enabled, the system will 

automatically approve rescheduled appointments if they are submitted 

within the Rescheduling Timeframe.

iii. Send Email Notification Upon Auto-Approved Rescheduled Appoint-

ment To Email Address Of Appointment Location - if enabled, the 

system will send an email to the address of the Appointment location if a 

rescheduled appointment request is automatically approved. 

iv. Send Confirmation Email to Instructor - if enabled, the system will send 

an email to the address of the Appointment instructor if a rescheduled 

appointment request is automatically approved. 

1. NOTE: If "Charge cancellation fee for rescheduled appointments" is 

enabled under SETTINGS > SETUP > APPOINTMENT SETTINGS > 

GENERAL APPOINTMENT SETTINGS, the system will charge a can-

cellation fee accordingly.



STEP 4
continued

Configuring Appointments Filter Settings

1. Navigate to SETTINGS > CUSTOMER PORTAL > OTHER SETTINGS > 

APPOINTMENT FILTERS

2. Enable or disable the filter options to be displayed in the

Customer Portal/Mobile App.

3. SAVE any changes.

For more information about configuring these settings, click here!

https://iclasspro.zendesk.com/auth/v2/login/signin?return_to=https%3A%2F%2Fsupport.iclasspro.com%2Fhc%2Fen-us%2Farticles%2F9041863496599&theme=hc&locale=en-us&brand_id=29854&auth_origin=29854%2Ctrue%2Ctrue


STEP 5

Email Templates

The system will use the following automated email templates to notify

customers of actions related to Appointments

SETTINGS > SETUP > GENERAL SETTINGS > EMAIL TEMPLATES > "iClassPro”

Emails that are automatically sent for actions that are performed in the Office 

Portal. 

• New Appointment - Sent when a staff member creates an appointment 

booking. Includes booking details.

• Appointment Cancellation - Appointment cancellation notice.

• Appointment Followup - Sent to follow up with the customer 'X' days after a 

booking has been attended (as defined by the "Send appointment followup 

'X' days after appointment" setting).

• Appointment No Show - Sent when a student is marked absent for an 

appointment.

• Appointment Reminder - Sent to the customer 'X' days prior to the Appoint-

ment date (as defined by the "Send appointment reminder 'X' days prior to 

appointment" setting).

• Appointment Rescheduled - Appointment rescheduled notice.

SETTINGS > SETUP > GENERAL SETTINGS > EMAIL TEMPLATES >
“Customer Portal”

Emails that are automatically sent for actions that are performed in the

Customer Portal/Mobile App.

• Appointment Booking (Approved) - An email sent to customers for each 

appointment booking processed through the Customer Portal/Mobile App. 

Includes the booking details and a transaction summary from checkout.

• Appointment Booking (Request) - An email sent to customers for each 

appointment booking processed through the or Customer Portal/Mobile 

App that was submitted as a request. Includes the booking details.



Email Templates

The system will use the following automated email templates to notify

customers of actions related to Appointments

SETTINGS > SETUP > GENERAL SETTINGS > EMAIL TEMPLATES > "iClassPro”

Emails that are automatically sent for actions that are performed in the Office 

Portal. 

• New Appointment - Sent when a staff member creates an appointment 

booking. Includes booking details.

• Appointment Cancellation - Appointment cancellation notice.

• Appointment Followup - Sent to follow up with the customer 'X' days after a 

booking has been attended (as defined by the "Send appointment followup 

'X' days after appointment" setting).

• Appointment No Show - Sent when a student is marked absent for an 

appointment.

• Appointment Reminder - Sent to the customer 'X' days prior to the Appoint-

ment date (as defined by the "Send appointment reminder 'X' days prior to 

appointment" setting).

• Appointment Rescheduled - Appointment rescheduled notice.

STEP 5
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SETTINGS > SETUP > GENERAL SETTINGS > EMAIL TEMPLATES >
“Customer Portal”

Emails that are automatically sent for actions that are performed in the

Customer Portal/Mobile App.

• Appointment Booking (Approved) - An email sent to customers for each 

appointment booking processed through the Customer Portal/Mobile App. 

Includes the booking details and a transaction summary from checkout.

• Appointment Booking (Request) - An email sent to customers for each 

appointment booking processed through the or Customer Portal/Mobile 

App that was submitted as a request. Includes the booking details.

For more information about customizing Appointment Emails, click here!

https://iclasspro.zendesk.com/auth/v2/login/signin?return_to=https%3A%2F%2Fsupport.iclasspro.com%2Fhc%2Fen-us%2Farticles%2F9040579421847&theme=hc&locale=en-us&brand_id=29854&auth_origin=29854%2Ctrue%2Ctrue


1. From the APPOINTMENTS page, locate the Appointment Timeslot for which 

you wish to create a booking.

2. Once you have located the Appointment Timeslot in which you wish to 

create a booking, click the BOOK button to the right of the entry. This will 

launch the "Book Appointment" screen.

3. Under the "Book Appointment" section, click SELECT STUDENT to launch 

the "Search Students" window and choose the student for whom you wish 

to create a booking.

STEP 6

How to Create an Appointment Booking

Creating a Booking In the Office Portal



4.   After selecting the student, define the SCHEDULE for the booking and 

      select any OTHER details.

5.   After entering all of the required information, SAVE the booking.

STEP 6
continued

For more information about booking from the Office Portal, click here!

https://iclasspro.zendesk.com/auth/v2/login/signin?return_to=https%3A%2F%2Fsupport.iclasspro.com%2Fhc%2Fen-us%2Farticles%2F9044203640087&theme=hc&locale=en-us&brand_id=29854&auth_origin=29854%2Ctrue%2Ctrue


Booking an Appointment in the Customer Portal/Mobile App

1. From the Customer Portal/Mobile App dashboard, click the

BOOKING button.

2.  Click the icon for the Appointment service for which you wish to book an 

     Appointment.

     a.  If you have already logged in and there are multiple students on your 

          account, you will be prompted to select one or more students to enroll.

i. After selecting the student(s), select an available Appointment.

     b.  If you have NOT logged in, select an available Appointment, then click on 

          SELECT STUDENTS to book the Appointment.

i. You will be prompted to log in. After logging in, select the student/stu-

dents to enroll, then click CONTINUE.

STEP 6
continued



3.  The system will display the APPOINTMENT DETAILS.

     a.  Depending on how your Customer Portal/Mobile App Appointment

          Settings are configured, customers will see one of two options:

i) If "Auto Approve Appointments" is ENABLED, the customer will see 

"Book Now!"

ii) If "Auto Approve Appointments" is DISABLED, the customer will see 

"Submit Request."

STEP 6
continued



STEP 6
continued

4.  Clicking either "Book now!" or "Submit Request" will bring up the "New 

     Enrollment" screen so the customer can select the Appointment booking 

     details, including the date(s) they wish to attend.



STEP 6
continued

5.  Once all details have been entered, choose ADD TO CART to add the 

     Appointment enrollment to the Shopping Cart.

6.  Complete the checkout process to submit the Appointment Booking.

For more information about booking from the Customer Portal/Mobile App, click here!

https://iclasspro.zendesk.com/auth/v2/login/signin?return_to=https%3A%2F%2Fsupport.iclasspro.com%2Fhc%2Fen-us%2Farticles%2F9045011656727&theme=hc&locale=en-us&brand_id=29854&auth_origin=29854%2Ctrue%2Ctrue


STEP 7

Congratulations!
You have successfully configured and learned how to use the Appointments 

feature. Feel free to refer to this guide any time you need to create new 

Appointment Timeslots or bookings.

Questions?
Please feel free to reach out to our helpful support team here!

https://support.iclasspro.com/hc/en-us



