
Step 1: Call up the form
1. Log in and go to  Admin view.
2. Click Events, then Create new event.

Step 2: Fill out the left column
1. Ignore top fields for now.
2. Add Class Title (capitalized) + code 

(First two letters of studio name 
+ month and year class ends + 
instructor initials, as in JE0217JD)

3. Select Tags (sets calendar display).
4. Chose hyphenated options only.

• (Studio)-class for public event.
• (Studio)-meeting for admin-only.
• (Studio)-open-studio for that.
• Add tags for multi-studio event.
• Add a room tag only if your 

event uses a rental space & 
Executive Director has OK’d 
it. Or if your studio wants a 
reservation calendar for its space.

5.  Add Location (8890 Three Tree 
Lane, Bainbridge Island)

6. Specify dates(s) and time(s)
• Use calendar icon for start date.
• Leave end date blank (unless 

event spans full days).
• Use clock icon for start & end times.
• Use “add sessions” if a multiple-

session class has varying times, 
or “Repeating” for identical times.

• Do not “add sessions” to create 
repeating events; instead, fill 
out all details for the first event 
and then create additional 
events with the “Duplicate” 
button (at the top after you save 
the event).

7. In general, don’t Show registrants.
8. Do click “Add guests” with emails.

Step 3: Fill out the right column
1. Start Description by writing the first 

sentence. Then click Save (at top).
2. Complete the class description. If 

you copy & paste text, use the paint 
roller tool, if needed, so type style 
matches the line you typed.

3. After the narrative, add as appropriate: 
Details (boldface word, with bullets.
• Skill level.
• Minimum age.
• Materials fee: $XX, payable at the 

class by cash, check or credit card.
• Required tools or clothing. 
• Lunch details.

 Instructor: (boldface word) 
• Include photo if available. 
• Use link tool to show instructor’s 

website or gallery as clickable link.
Contact info: Can link to “Contact Us” 
form or a personal phone number. 

4.  Add the main photo.
• Place cursor before the first 

letter of the class description.
• Click Image tool.
• In the Pictures file, open your 

studio folder. Select a photo 
(or add one first via the Browse 
button). Click Insert.

• Click on photo, then Settings 
(within photo). Set Size to 
“medium” and text flow to 
“Image left, text wraps right.”

5.  Add additional details (optional).
This will be emailed after students 
register and included in the 
reminder emails that the system 
sends to registrants. Good place to 
remind people about materials fee.

6. Click Save again
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Step 3: Registration form
Usually you can skip this section.
Exception: If you want to add a custom field to collect 
information about registrants for this one class, click 
Edit (at the top), then Add a new field (at the bottom).

Step 4: Registration types & settings (Skip this step 
step if people do not need to register or pay.)
1. Click on Registration types & settings.
2. Click Add type. Another new screen opens.

• Keep Enabled. (But if you later end registrations, 
perhaps to meet a deadline for ordering 
supplies, go back in and change this to Disabled.)

• For Name, type BARN member.
• Leave Description blank. (Whatever you’d write 

wouldn’t show in the calendar anyway.)
• Add Base price (our only price). No need for $.
• Leave Registration limit blank. Set it elsewhere.
• Availability. Check Members only & all checkboxes.
• Leave other fields as-is. They can cause 

unintended consequences.
• Click Save (at the top).
• Click Back (below Save).

3. Click Add type again.
• This time, Name is Non-member.
• Leave Availability as Everyone.
• Leave other fields as-is.
• Click Save.

4.  Limit registrations
• Add the maximum 

number of students. 
This sets a total for the 
class, independent of 
registration types.

• If there is no limit, leave 
this box unchecked.

5.  Enable registration
6.  Save
7. Proceed to Emails tab (shown 

on next page.



Step 5: Configure email settings

To simplify this step, stick with the default emails 
and put course-specific reminders in the “additional 
details” box at the bottom of the main Event details 
page. Then, in Step 5, you can skip all but parts 3 and 6.
1. Click Emails tab
2. Click Edit(at top).
3. Set organization contact.

• Click the circle by your name, or change to a 
different studio contact. This person must monitor 
signups and confir with the Executive Director about 
whether to cancel if the class does not attract the 
minimum number of students by when?

• Click Save. (This allows you edit other fields.)
4.  Announcements. In general, please avoid using this 

section. Sending an announcement each time we post a 
class results in too many emails. Instead, send a Studio 
Classes & News email once a month, with occasional 
“last call” updates if needed.  If you do use this section, 
send announcements only to your studio group or 
another narrowly defined group, such as people who 
took a previous class on the same topic.

5. A reminder is good but three is probably too many. 
Click on underlined word to see the default email. (If it 
doesn’t open, click Save first.)
• To customize the message, click Edit. Make the 

change and Save. 
• Send yourself a test message or use the Back button 

to return to the screen where you can configure 
emails.

6. Click Schedule to set delivery options. Save.
7. Adjust Registration emails to the event organizer if 

you don’t need them all, but leave all recipient emails 
checked. They get a single confirmation if they register 
& pay within 15 minutes. 

Step 6: Make your event public
• Click Admin only.
• Change to Public, then Save.
• Check how your event looks in your studio calendar.
• If changes are needed, click Manage this Event (in 

Admin mode) to return to screens you can edit.



How to copy a class or event that’s already posted
Step 1. Find and duplicate the first event 
Option 1: Search from a list.
1. Click on the Events tab, then Events list.
2. Use some or all Search features.

• Set a range of dates, or search by year or “all.” 
Click Apply to reset the dates and activate the 
search.

• Filter by past or upcoming events, or “all.”
• Enter a search word or phrase that’s likely to be 

in the title or tag.
3. Find the class name and click Duplicate.

Option 2: Search via the calendar
1. For the quickest results, go to your studio calendar.
2. Find the month. If you don’t know the month, see a 

class list by clicking to view the calendar as “year.” 
3. Find the class name and click on it.
4. Click Manage this Event.
5. Cick Duplicate (at top).

Step 2. Update the copy you just made
1. Click Edit.
2. Update the headline.

• Delete (copy).
• Update class code to new ending month & date.
• If there are two classes with the same title, 

ending month, and instructor, add -2 to the 
code.

• Set the new date, and adjust hours if necessary.
3. Change any other details that need changing, 

including in the Registration types and Emails 
sections.

4. Click Enable registration.
5. Click Admin-only and change to Public.
6.  Save.
7. Check listing in calendar.
8. If you need to make additional changes, click 

the course title. When the class page loads, click 
Manage this event (while still in edi


