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Introduction

How to use this document
This User Guide describes how to download, install, personalize and use Bobclass for iPad/
iPhone. It can be printed or displayed on-screen.

What is Bobclass
Bobclass is a productivity app for iPad/iPhone that helps instructors organize their schedules,
contacts, payments and track the progress of their clients. It can be personalized to the needs
of the instructor. Examples of variables that can be personalized: session duration, activities,
locations, calendar display and email message templates. Contacts can be synchronized with
Google Contacts or iOS contacts. Bobclass can be used offline. When connected to Bobclass
Cloud, the same data can be accessed from multiple devices and changes made on one device
are synchronized to the other devices.

Hardware and software requirements
Bobclass only runs on Apple’s iPad/iPhone tablets and more specifically: all models that run the
iOS8 operating system or higher.
An internet connection is not needed to work with Bobclass. This said, if you want to take advantage of importing and synchronization, you must connect to the internet once in a while so that
automatic synchronization can take place.

Bobclass Solo, Studio & Cloud
The base application is Bobclass Solo. This is the best solution for solo business owners and independent professionals. In addition, Bobclass Studio is offered, which is a powerful solution for
studio owners who manage a team of instructors. Bobclass Studio is sold as an in-app purchase.
With both purchases you will receive Bobclass Cloud, which takes care of synchronization of
your data between different devices. It also serves as a backup mechanism.

Tips before getting started
It cannot be emphasized enough that Bobclass is a very powerful tool if it is personalized to your
business. You should take the time to finetune the app which will make you much more productive later. This document helps you in doing so. If you have a question that this document can’t
answer, then you can contact us at support@bobclass.com.
Chapter 1: Introduction
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Downloading & installing

Downloading, Installing & Launching				
Bobclass is distributed via Apple’s App Store where it sits in both the Business and Productivity
category. Tap this link to jump directly to it.
Installing Bobclass on the iPad/iPhone will be done after you have logged in to the Apple Store.
When the installation is completed, you will find the app icon on your iPad/iPhone home screen:
an orange B on a white background.

				

Tap the Bobclass app icon to launch the application. In the welcome screen you are asked to
enter your name and email address so you will be able to receive support & reports. If you choose
not to share this information, you can leave the fields blank and tap the Next button.
After experimenting a bit with Bobclass, you should make it a priority to go to the Settings panel
and configure the app to your needs. The settings button sits next to the B logo in the top left
corner of the screen. In Settings, you should also make sure that Automatic Backups are enabled
in the Backup & Restore tab.

Help & Feedback				
It is very important to us that you use Bobclass in the best possible way. If there is anything that
is not clear or does not work as it should, please do contact us immediately. Inside the application you can find a Help & Feedback form. Go to Settings (tap the settings button next to the B
logo in the top left corner of the screen) and select the Help & Feedback tap. Enter a subject,
your email address and your question or comment and tap the Send button. This will also automatically send a technical log file to us that lets us analyze the problem. Note that you need to be
online to send your message.
If you prefer to contact us by regular email, write us at: support@bobclass.com or leave a message on our Facebook page.

Chapter 2: Downloading & Installing
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Personalizing (Settings)

Bobclass can be personalized and configured to your specific needs. You can launch the Bobclass settings panel at any time by tapping the dials button in the toolbar, this is the button next
to the B logo in the top left corner of the screen.

Your Profile
The second tab in Settings is Your Profile where you enter your personal details. This information
is needed to be able to receive support and reports and for communication with your clients.
•
•
•
•

Name: First name and last name
Email Address
Profession: For example personal trainer.
Newsletter/Report: Enable this to receive Bobclass newsletters, reports and support. Note
that we will never share your data with third parties.

Contact Synchronization				
Your client contacts should only sit in one place to avoid duplicates or missing data. Bobclass
lets you pick the source and then synchronizes contact data to and from that source. Google
Contacts is the preferred single source of truth but Bobclass also works well with the iOS Address Book. The following image depicts the ideal situation where Bobclass, your phone and your
computer are all using the same source of contacts and are always synchronized.

iOS
address
book

contacts

Bobclass synchronizes directly with Google Contacts.

Chapter 3: Personalizing (Settings)

back to top

4

Synchronizing with Google Contacts offers direct and fast synchronization. Alternatively, if you
choose to sync with the iOS Address Book, you should make sure that this in turn synchronizes
with iCloud, Yahoo or Microsoft Outlook/Hotmail. At least, when you want to take advantage of
having your contacts synchronized to a cloud service. In an ideal situation, your mobile phone will
also use that same service for its contacts ensuring that all contacts are up to date. The following
image shows the situation when you choose to use the iOS address book to sync with Bobclass.
Note the extra step between Bobclass and the iPad/iPhone’s address book.

iOS
address
book

Bobclass synchronizes to the iPad/iPhone address book and the iPad/iPhone adress book synchronizes with a cloud service.

Note: If your current client contact list is stored in a spreadsheet (e.g. in Microsoft Excel) then it is
possible to migrate these contacts to the cloud at once. See “Migrating Contacts from Excel” on
page 46 for a step-by-step instruction.

Setting up Google Contacts Synchronization
Linking Bobclass to your Google Contacts is done on the Contact Synchronization tab in the settings. Select Google Contacts and tap the button Login to Google. The connection will be established using your Google credentials through a secure OAu th 2.0 connection, which means your
credentials will not be stored in Bobclass. Once this connection is in place, you can start importing contacts from Google to Bobclass. See “Importing Existing Contacts” on page 13. Imported
contacts can be used off-line and will sychronize with Google when the iPad/iPhone is connected
to the internet.

Chapter 3: Personalizing (Settings)
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Selecting the main source for your contacts is importants to make sure Bobclass is always synchronized across your devices.

Setting up iOS Address Book and iCloud Synchronization
If your client contacts are stored in your iPad/iPhone’s Address Book, you can set up contacts
synchronization to and from Bobclass by selecting iPad/iPhone Address Book in Contacts Synchronization in the settings panel. Make sure that the iPad/iPhone’s Address Book is set up correctly to work with your contacts. There are a two possible situations:
•

•

Your iPad/iPhone’s Address Book is used stand-alone meaning that the contacts are not
linked to any cloud service. This is not ideal as contacts are not backed up and you do not
benefit from synchronization between your iPad/iPhone, computer and phone. You should set
up your iPad/iPhone’s Address Book to use the contacts of your mail cloud service. Depending on what service you are using, see “Using iCloud for Contacts” on page 40, “Using Outlook/
Live/Hotmail for Contacts” on page 42 or “Using Yahoo! for Contacts” on page 44.
Your iPad/iPhone’s Address Book is linked to Apple iCloud, Microsoft Outlook/Hotmail, Yahoo
or an other email cloud service. This is good. Ideally, your mobile phone uses the same cloud
service so your contacts are always synchronized between your iPad/iPhone, computer and
phone.

Default Session Duration
You can pick any session length between 0:15h and 8:00 when scheduling a session but to save
time, you should set a Default Session Duration in the settings panel. The next time you schedule
a session, this duration will be used automatically. Note that you can always override this.

Working Days
To avoid unvoluntarily booking of days or hours on which you do not work, you can block those in
the settings panel. Start by enabling the days of the week that you are available and within those,
specify the starting and ending time of the day. Blocked days and hours are displayed in the calendar in gray.

Chapter 3: Personalizing (Settings)
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Locations
You can define session locations in the settings panel, which saves a lot of time when booking
sessions as you can simply select a location without typing. You can change the order of appearance of the locations in the list by dragging an item by the icon with the three stripes, see image.
Change the name of a location by tapping the label. Locations are removed by tapping the circular shaped red button.

The order of appearance of locations can be changed by dragging the handle bar

Activities
Activities define what a session is about and should be used if you teach different types of sessions. Examples are: Spanish Level 1, Tennis Advanced or Hot Yoga. You can define activities in
the settings panel. When using “Availability Tab” on page 19, Bobclass will only propose sessions
for groups with the same activity.
Note that you can always change the order of the activities in the list by dragging an item by the
icon with the three stripes, see image. Change the name of an activity by tapping the label. Activities are removed by tapping the circular shaped red button.

Chapter 3: Personalizing (Settings)
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Use activities

Activity name

Activity 1
Activity 2

The order of appearance of activities can be changed by dragging the handle bar

Group Size
Maximum Group Size is used for booking group sessions that have a certain size limit. Bobclass
takes this limit into consideration when searching for existing sessions. An example: the maximum group size is set to five. You are looking for availability for two new participants and use
“The Appointment Manager” on page 17. Bobclass will now only propose existing sessions that
have three or less participants. You can define the maximum group size in the settings panel.

Calendar Display
Here you define the granularity and density of the calendar grid. You can also choose what session attributes to display in the booked calendar cells, for example location and the names of the
participants. You can access the calendar display settings via the settings panel.
Granularity can be set between 5 and 60 minutes. This setting determines when a session can
start. When you tap in the calendar, the starting time will “snap” to the nearest horizontal grid line.
When your sessions always start on the full hour, you will set the granularity to 60 minutes so tapping in the calendar will be easier. The granularity value also determines the amount of available
slots offered on the Availability tab in the Appointment Manager. Together with Default Session
Duration (see earlier) you should adjust the defaults to your business practice for fast session
booking.

Chapter 3: Personalizing (Settings)

back to top

8

Density can be set between 6 and 12 hours. This determines how many hours of the day will be
shown in the calendar view. Ideally you want to set this to a value that lets you view your entire
working day at once without scrolling.
In the bottom half of the Calendar Display settings you define what to show in the calendar cells.
Note that you can change the order of display by dragging an item by its handle.

Display settings for calendar cells. In this example, activity, location and clients are visible in the cells.

A calendar cell showing activity, location and clients.

Importing Calendars
External calendars can be displayed in the Bobclass calendar. Bobclass displays the iOS calendar of the device it is installed on. This means that the imported calendar is not shared in Bobclass Cloud with other team members. The purpose is really to display private calendar(s) in the
Bobclass work calendar to avoid booking sessions with clients when you may have private engagements. You can display all kinds of different calendars (Google, iCal, etc.) but all go through
the local iOS calendar and are therefore configured in iOS Settings > Calendar > Accounts.
Imported calendar events can be edited inside Bobclass as if it were your regular iOS calendar by
tapping the event and the Edit button.
Calendar synchronization depends on the external calendar that is used. Switch views or relaunch the app to enforce a refresh on the app’s end.
Chapter 3: Personalizing (Settings)
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Mail Templates
Bobclass can send out email messages when the following events occur:
•
•
•
•

After booking a new session (automatic)
After rescheduling a session (automatic)
After cancelling a session (automatic)
Reminders before a session (manual)

In Mail Templates in the settings panel, these messages are defined. Within the body text, parameters can be used to dynamically insert the date, time and location of the session. For example
you define the following text in the template:
You are booked for the following session(s): <session>{#ACTIVITY, }#DATE, #TIME{ at #LOCATION}{ with #INSTRUCTOR}.</session>
Now when booking a 1-hour Yoga Beginners session for the 20th of August at 10 am at Gina’s
Gym, taught by Mark Hausmann, the parameters will be automatically replaced by the real values
and the email body text will become:
You are booked the following session(s):
•

Yoga Beginner, Thursday 10 August, 10:00 - 11:00 at Gina’s Gym with Mark Hausmann.

Mail templates use parameters. Tapping the text opens the template editor.

Chapter 3: Personalizing (Settings)
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The template editor. It is important that all session information sits withing the <session> and </session> tags.

Products
Most businesses evolve around selling products or services. In Bobclass everything that is sold
to clients is called a product. By defining products with a price, you will find it much easier to
track your revenue and analyze how different products are selling. Example products are: 1 hour
session, intensive course , 10 sessions promotion pack, club t-shirt. The products that you define
in the settings panel will be used whenever your receive a payment. The payment dialog lets you
pick a product against which the payment is made. See “Payments” on page 27.

Changing the price or name of a product
If you want to change the price (or name) of an existing product, just tap the label or amount of
the product and change it. Note that this will not affect payments in the past.
Deleting products
Products are used as unlinked labels to payments. As a result, you can delete products without
affecting payments in the past. Products are deleted by tapping the circular shaped red button.

Payment Methods
Chapter 3: Personalizing (Settings)
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Bobclass lets you register incoming payments. For administrative reasons, knowing how you
were paid can be important. In the settings panel you can define the Payment Methods which
can be selected every time you receive a payment. Typical payment methods are cash and bank
transfer but you can add any payment method you like.

Changing the name of a payment method
If you want to change the name of a payment method, just tap the label and change it. This will
not affect payments in the past.
Deleting payment methods
Payment Methods are used as unlinked labels to payments. As a result, you can delete payment
methods without affecting payments in the past. Payment methods are deleted by tapping the
circular shaped red button.

Chapter 3: Personalizing (Settings)
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Adding/Importing Clients

It is all about your clients and you should have their contact details in one place, preferrably in the
cloud. The concept of having contacts in the cloud and synchronizing with it in two directions, is
explained in “Contact Synchronization” on page 4. Once you have your contacts in the cloud, the
next step is importing them and keeping them synchronized. In this section you will be shown
how to import clients from an existing contact list. We will also look at how to add a new client.

Importing Existing Contacts
First, make sure that you have configured the source of your contacts (see “Contact Synchronization” on page 4). The next step is to import the clients who you want to work with in Bobclass.
Here are the steps:
1.
2.
3.
4.
5.

Tap the human icon in the top navigation. The clients panel appears.
Tap the + icon. The Add Client window appears.
Switch to the Import tab if it isn’t already selected.
Select the clients that you want to use in Bobclass.
Tap the Import selected (n) button.

The newly imported clients are now ready to use in Bobclass. Note that the link between the
source and Bobclass will be retained, meaning that changes that are applied to the contact details outside Bobclass will be automatically updated. For example, if you use Google Contacts on
your smartphone (or computer) and you change a client’s address, Bobclass will automatically
update this change in the next synchronization cycle. The other direction, it works exactly the
same way.

Adding New Contacts
Creating a new client in Bobclass is done as follows:
1. Tap the human icon in the top navigation. The clients panel appears.
2. Tap the + icon. The Add Client window appears.
3. Fill out the form. Tap the Profile Picture thumbnail if you want to take a photograph of your client using the iPad/iPhone’s camera.
4. Tap the Save button.
The newly created client can now be used in Bobclass. If you configured “Contact Synchronization” on page 4 you should also see the new contact appear outside Bobclass shortly after.

Chapter 4: Adding/Importing Customers

back to top

13

5

Session Booking

In this chapter you will learn how to book a session directly in the calendar.

Booking a new Session
1. Tap on the desired time slot in the calendar. The session details panel appears. If you want to
fine-tune the starting time you can do so by tapping the arrow buttons. This will change the
starting time with increments of 5 minutes.
2. Find the client(s) that you want to add to this session in the student list at the bottom. If the
list is long, you may want to use the search box. If the list is empty, then you need to import or
add clients. In this case, tap the human icon with the + sign to the left of the search box and
follow the instructions in “Importing Existing Contacts” or “Adding New Contacts” on page 13.
3. Double tap the student(s) to add them to the session.
4. If desired, change the default values for activity, location and duration with the yellow buttons.
5. Tap the Book button to book the session.
6. If you enabled the send confirmation email after booking setting in Mail Templates, you will
now be prompted to send out the confirmation email. Make sure that clients have an email address in their profile, otherwise this step will be skipped.

Booking a new session starts by tapping a cell in the calendar
Chapter 5: Session Booking
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Modifying an existing Session
1.
2.
3.
4.
5.
6.

Tap the existing session in the calendar. The session details panel appears.
Tap the Edit button. The panel now switches to edit mode.
Use the yellow buttons to change activity, location or duration.
Remove a client from the session by tapping the circular shaped red button.
Once you are done, tap the Book button to confirm the changes to the session.
If you enabled the send confirmation email after rescheduling setting in Mail Templates in the
settings panel, you will now be prompted to send out the confirmation email containing the
updated session details. Make sure that clients have an email address in their profile, otherwise this step will be skipped.

Rescheduling an existing Session
1. Tap the existing session in the calendar. The session details panel appears.
2. Tap the Edit button. The panel now switches to edit mode.
3. Tap the blue button with the date. The reschedule panel appears with all possible new time
slots.
4. Select a new time slot from the list. You can also select a time slot by tapping in the calendar
view.
5. Tap the Next button.
6. Once you are done, tap the Book button to confirm the changes to the session.
7. If you enabled the send confirmation email after rescheduling setting in Mail Templates in the
settings panel, you will now be prompted to send out the confirmation email with the new time
and date. Make sure that clients have an email address in their profile, otherwise this step will
be skipped.

The blue button is used to reschedule. The bin icon is used to delete/cancel a session.

Cancelling an existing Session
1. Tap the existing session in the calendar. The session details panel appears.
2. Tap the Edit button. The panel now switches to edit mode.
3. Tap the orange circular cancel button. A message pops up prompting for confirmation. Tap the
Yes button to confirm the cancellation. Note that this cannot be undone.
4. If you enabled the send confirmation email after cancelling setting in Mail Templates in the
settings panel, you will now be prompted to send out the cancellation email. Make sure that
clients have an email address in their profile, otherwise this step will be skipped.

Chapter 5: Session Booking
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Repeating/Copying a Session
Bobclass lets you create copies of an existing session into target slots. These do no not have to
be the same date or time.
1. Tap the existing session in the calendar. The session details panel appears.
2. Tap the Copy Session button (next to the email icon).
3. Filters: by default the same date and time as the original session is used but you can copy to
different days/times by selecting more days and widening the time range.
4. Select the target slots and tap the Next button. The summary panel appears.
5. On the summary panel you can unselect participant(s) if you do not wish to include them in
the sessions that you are about to create.
6. Once you are done, tap the Book button to execute the copy process.
7. You will now be prompted to send out the confirmation email.

The Copy Session button sits next to the email envelope icon.

Selecting targets slots. Use the filters to widen the offered selection of days and times.

In the summary step you can unselect participants if you do not want to copy them along.
Chapter 5: Session Booking
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The Appointment Manager

Hidden below the magnifying glass button in the navigation bar, sits the Appointment Manager.
This is a powerful screen that lets you filter, find, edit and export appointments in the past and the
future but also helps you find availability in a busy calendar based on requested activity, duration,
location and party size.

Filter Panel
On the left hand side across all three tabs you will find a set filters. These help you to narrow
down the list view on the right hand side and find the session that you need. the top slider determines the time range that you want to see. The day-of-week checkboxes below that determine
which days of the week you want to see. Below that you will more filters such as Activity and Location. So, for example, you are looking at the History tab and you want get a list of all Personal
Training sessions that you taught on Saturday mornings before 12 o’clock.

History Tab
The first tab shows a list view of all sessions that took place in the past. The number (n) in the
last column indicates the number of participants.The Export button lets you export the list in .csv
format and email it. If you only want to export a subset, you can use the Select button and pick
the sessions that you want to export.

Bookings Tab
The second tab shows a list view of all future bookings. To select one or many bookings, tap the
Select button and notice that checkboxes will appear. After you have made a selection, you can
Chapter 6: The Appointment Manager
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export, edit, delete the selected booking(s) or add a participant to them.

Editing selected bookings
Sometimes you want to change one or more attributes of multiples sessions at once, which you
can do by tapping the edit (pencil) icon. You can then change the activity, duration or location of
all the selected bookings at the same time. If you enabled the send confirmation email after rescheduling setting in Mail Templates in the settings panel, you will now be prompted to send out
the confirmation email containing the updated session details.

Adding a participant to selected bookings
You can add a participant to an already existing session by tapping the human-shaped button
(with the + icon). This launches a selector where you can pick one or more clients that you want
to add to the session. If you enabled the send confirmation email after rescheduling setting in Mail
Templates in the settings panel, you will now be prompted to send out the confirmation email
containing the updated session details.

Chapter 6: The Appointment Manager
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Availability Tab
Bobclass lets you search for available time slots using requirements. For example, a new client
calls you up telling you she would like to book a session for herself and her friend. They want to
take a 1-hour tennis class for beginners. They don’t mind joining an existing class as long as it is
in their level. In this example we have set the maximum group size to 5 in the settings. So if there
are any existing group sessions, Bobclass will offer only those that have no more than 3 students,
so the total does not exceed 5.
Bobclass now scans your calendar in the future and looks for new and existing slots (depending
on whether you allow group sessions). It proposes a list of possible slots, sometimes marked with
additional information. For example in case of an existing class: how many participants it already
has. If it is marked as adjacent this means that this slot sits next to an existing session, meaning
that picking this slot would save you from having undesired breaks in between sessions.

Finding Availability, Step by Step
1. Tap the magnifying glass icon in the top navigation and then the Availability tab.
2. Enter the requirements that your client has in the filter panel on the left. For example: What
activity? How long should the session last? Where does she want to do the session? And in
case of group sessions: Define the number of participants, i.e. does she come alone or bring
others?
3. Bobclass scans and calculates the matching time slots in realtime. Matching time slots can be
hours that are not booked yet, but they can also be - if you allow group sessions - sessions
that are not complete (filled up) yet. Note that you can define the maximum group size in the
Chapter 6: The Appointment Manager
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4.
5.
6.
7.

settings.
Select a time slot from the list. A blue Next button appears on the row. Tap it to proceed to the
next panel.
Add the client(s) to the session. In case of a new client, you can add them by tapping the human icon with the + sign to the left of the search box and follow the instructions in “Importing
Existing Contacts” or “Adding New Contacts” on page 13.
Once you are done, tap the Book button.
If you enabled the send confirmation email after booking setting in Mail Templates in the settings panel, you will now be prompted to send out the confirmation email containing the updated session details. Make sure that clients have an email address in their profile, otherwise
this step will be skipped.

If you believe that the amount of offered slots is too high (e.g. for every 15 minutes) then you
could consider increasing the calendar granularity in Settings > Calendar Display.

Chapter 6: The Appointment Manager
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7

Client List & Profile

Tapping the human icon in the top navigation opens the client panel.

Filtering & Searching
By default all clients are shown but you can filter the list for With Classes and Without Classes via
the Display option at the top of the list.
You can search the list view by entering the name (or part of the name) of the client in the search
field.

Selecting Clients to Delete, Remind or Schedule
Multiple clients can be selected at once by tapping the Select button in the top right of the list
view and then mark the checkboxes for the clients you want to select.
Once the selection is made, you can perform the following actions:
1. Deleting the selected clients. Tap the blue bin button to delete the selection.
2. Sending an email to the selected clients. Tap the blue email (envelope) button to launch the
email editor. Here you can insert reminder text from the template and images or videos.
3. Scheduling a session for the selected clients. Tap the blue calendar/grid button to start the
booking flow. The selected clients will be automatically added to the slot.

Chapter 7: Customer List & Profile
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Client Profile
The client profile contains the master data for a client. The client profile data can be edited by
tapping the Edit button. After editing, tapping the Save button stores the changes. If you configured synchronization with the iPad/iPhone address book or Google Contacts then these changes
will be synchronized instantly. See “Contact Synchronization” on page 4 for more details.

Client Address, Map & Route
If you travel to client’s locations, Bobclass can help you get there with the built-in maps functionality. When booking a session you will find the client’s address in the list of locations to choose
from. To test if the address is recognized by the map application, tap the blue “pin” map button.

Chapter 7: Customer List & Profile
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8

Client History & Bookings

Bobclass keeps track of your clients’ session history. This gives you insight in their behaviour and
lets you track revenue per client. In the same view you can also find all sessions that a client has
booked for the future.

Client History
You can view a client’s session history in their profile:
1. Tap the human icon in the top navigation
2. Select a client
3. Tap the History tab
Tapping a session takes you to a detailed view.
Exporting Client History
The Select and Export buttons let you export client history to CSV format (comma-separatedvalues) which can be imported by most spreadsheet and accounting software.

Chapter 8: Customer History & Bookings
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Client Bookings
You can view a client’s bookings in their profile:
1. Tap the human icon in the top navigation
2. Select a client
3. Tap the Bookings tab
Tapping a session takes you to a detailed view.
Exporting Client Bookings
The Select and Export buttons let you export client booking data to CSV format (comma-separatedvalues) which can be imported by most spreadsheet and accounting software.
The Send Reminder option in the share menu lets you send an overview of scheduled session(s)
to the client by email. It uses the Reminder Text mail template as define in the settings. See “Mail
Templates” on page 10 .

Chapter 8: Customer History & Bookings
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9

Progress Tracking

Get closer to your clients by keeping track of their progress, challenges or anything that you want
to write down about them. Bobclass lets you add notes, images and videos to individual client
records, which you can share with them via email. Progress updates can be written after a session but this feature can also be used to share homework and materials as preparation for the
next session.

Writing a Progress Update
1.
2.
3.
4.
5.
6.

Tap the human icon in the top navigation
Select a client
Tap the Progress tab.
Tap the Create New button and write the update.
Add images, videos or file attachments if desired
Tap the Save button when you are done. The update is added to the feed but is not shared yet
with the client.

Adding Photos, Video or File Attachments
Make sure you in creation mode (tap the Create New button at the top of the feed), then tap the
image icon in the top left corner of the text box. This lets you select photos and videos from the
iPad/iPhone’s camera roll or take one on the spot. Videos have a maximum of 30 seconds. If your
video is longer, you will be asked to select the part of the video you want to use and Bobclass will
then clip it as such.

Chapter 9: Progress Tracking
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You can also add files from iCloud Drive, Dropbox or Google Drive. Bobclass will import the selected file and store it in its own database.

Sharing a Progress Update
At first, updates are for your eyes only. Once saved, you can choose to share the update with the
client by tapping the Share button.
An email will be prepared containing the text of the update in the body and the photos, videos or
files attached. You can add more text if needed or send it as-is to the client.
Tip: if you are teaching children, share the update with their parents/carers. They love to read
about their child’s progress and it improves your credibility as a professional.

Chapter 9: Progress Tracking
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Payments

10

Keeping track of received payments is essential for a healthy business. Bobclass lets you register
payments per client and product sold. It also registers the payment method that was used.

Receiving a Payment
1. First you need to select the client from who you receive the payment. Tap the human icon in
the top navigation.
2. Select your client.
3. Tap the Payments tab.
4. Tap the Receive Payment button. A dialogue pops up.
5. Select the Product (e.g. monthly fee). If the product was pre-defined, its price will automatically be used. See “Products” on page 11 on how to define products and prices.
6. Optionally: change the price
7. Select the Payment Method (e.g. cash). See “Payment Methods” on page 11 on how to define
them.
8. Optionally: add a note (e.g. received 10% discount because of friend referral)
9. Tap the Submit button. The payment will now be added to the list in the Payments tab.

An overview of all payments made for a client
Chapter 10: Payments
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For every payment you can select a product and payment method

Editing or Deleting Payments
To edit a payment, find the client and select the Payments tab. In the payments list view, tap the
payment that needs to be edited. In the dialog that appears, changes can be made to the payment. It is highly recommended to add a note to the payment in case of changes explaining the
reason of the change. Tap the Submit button to save the changes.
Payments cannot be deleted. This is intentional to make the payment registration as reliable as
possible for you and your clients. This said, the recommended workaround to “delete” a payment
is to change the amount to zero or to create a new payment with an identical negative amount
and explain the situation in the note.

Chapter 10: Payments
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The Home/Today Page

11

The home page gives you an outlook of your scheduled sessions for today and the next few
days. Every session can be tapped to see details about:
•
•
•
•
•
•
•
•

Activity: Type of session and/or level
Location
Starting time & duration
Note: a note to self or topic of the session
Participant(s)
Last session date
Last payment
Last two progress updates: short notes about how the session went

From the today view you can go directly to the calendar to edit an appointment or drill down into
a specific client view to see more details about them.

Mon 9 Jun 2014

Mon 2 Jun 2014
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Activity Feed

12

The Activity Feed shows a list of all actions that were performed, such as sessions that were
booked, rescheduled or cancelled. Also payments received and contacts imported are shown. It
serves as a historical log file of all your actions. In case of doubt or questions from clients, you
can consult this log file.
The Activity Feed is accessed by tapping the X (close) button on the right hand panel of the
Home/Today view (see chapter 10).

Chapter 12: Activity Feed
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Synchronization & Backups

13

If you want to synchronize your data between different devices, you will need to be logged in to
Bobclass Cloud. It also serves as a backup mechanism, so if something happened to your device
you would still have a copy of your data in Bobclass Cloud.
To enable Bobclass Cloud, you need to create an account first and then log in with the username
and password that you entered during creation.

Creating a Bobclass Cloud account
1. In the app go to Settings > Bobclass Cloud and start the account creation from there.
2. A few minutes later you will receive an email with a link to confirm your account creation. Click
that link and your account will be ready for use.
3. Log in using your user id and password. IMPORTANT: If you use more than one device, make
sure that you first log in with the device that contains the latest data because this data is uploaded to Bobclass Cloud and used as a starting point.
Chapter 13: Backup & Restore
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4. Wait until the initial uploading is completed.
5. Now you can log in from your other devices, which then download the data from Bobclass
Cloud.

Chapter 13: Backup & Restore
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Bobclass Studio

14

Bobclass Studio is an extension to the core product (Bobclass Solo) and is sold as a subscription
through the App Store. It is intended for studio owners and others who manage a team of instructors or resources. Bobclass Studio lets you schedule multiple instructors in parallel, view appointments by instructor and print or email rosters. This chapter explains how to use Bobclass Studio
to its full potential.

Upgrading to Bobclass Studio
Open the settings and navigate to the Bobclass Studio tab. Here you will find a few short videos explaining what Bobclass Studio is. If you are ready to upgrade, then tap the Upgrade Now
button to start the upgrade process. Bobclass Studio is sold as a subscription with the following
conditions:
•
•
•
•
•

Price is 24,99 EUR per month, price may vary depending on your location.
Payment will be charged to iTunes Account at confirmation of purchase.
Subscription automatically renews unless auto-renew is turned off at least 24-hours before the
end of the current period.
Account will be charged for renewal within 24-hours prior to the end of the current period, and
identify the cost of the renewal.
Subscriptions may be managed by the user and auto-renewal may be turned off by going to
the user’s Account Settings after purchase.

Note that you need to be connected to the internet to do be able to purchase Bobclass Studio.

Restoring a previous Bobclass Studio Purchase
In case you have reinstalled the base application (Bobclass Solo) and want to restore your previous Bobclass Studio purchase: Open the settings and navigate to the Bobclass Studio tab. Tap
the Upgrade Now button and select Restore Purchase. Enter the same Apple ID that was used to
purchase Bobclass Studio. Note that you need to be connected to the internet to do so.

Defining Instructors
The first thing that you want to do after upgrading to Bobclass Studio is to define your team. Go
to Settings > Instructors and enter their names. It is recommended that you also add their email
addresses because these are used for sharing rosters and sessions confirmations. As a tip: Place
the instructors that you work with frequently on top of the list, so they also appear on top of the
list when selecting them in other places. You can reorder the list by dragging the handles.

Chapter 14: Bobclass Studio
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Setting Working Day per Instructor
In Settings > Working days you can set the availability for each instructor.

Selecting an Instructor when booking a Session
When Bobclass Studio is enabled, you will find an additional selector in when booking a session
that lets you select the instructor that is doing the session.

Chapter 14: Bobclass Studio
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Calendar View: Instructor Filter
When Bobclass Studio is enabled, you will see a dropdown selector in the top navigation bar. By
default, this is set to All Instructors but you can change it to a specific instructor to see their calendar. If you want to know which planned sessions do not have an instructor allocated yet, you
select No Instructor.

Booking a parallel session next to an existing one
Just like in Bobclass Solo, creating a new session can be done by simply tapping in the calendar view. But what to do if a slot is already occupied by another session? You simply long-press
(keep it pressed for at least a second) on the existing session and a dialog comes up. Here you
can choose to either edit the existing session or add a new session in that same time slot.

Chapter 14: Bobclass Studio
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Long-press on an existing
session to invoke a pop-up
where you can add a parallel
session.

Using the Appointment Manager with Multi-Instructor
When Bobclass Studio is enabled, you will find an additional selector on the History, Bookings
and Availability tabs. This lets you filter past, current and available sessions for the selected instructor only.

Chapter 14: Bobclass Studio
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Confirmation Emails for Instructors
After booking, rescheduling or cancelling a session, an automatic email is sent out to the associated instructor.

Adding Instructor to Client Confirmation Emails
If you want to mention the name of the instructor in confirmation emails to your clients, you need
to make sure the email template contains the #INSTRUCTOR parameter. A clean way of adding
the parameter is to add it at the end of the sentence using accolades containing the word “with”.
Everything inside the accolades will only be displayed if there is an instructor involved. Here is an
example:
You are booked for the following session(s): <session>{#ACTIVITY, }#DATE, #TIME{ at #LOCATION}{ with #INSTRUCTOR}.</session>

Roster sharing with your Staff
Bobclass Studio lets you share the rosters with each one of your staff so they know what is expected from them. To do so so, tap the envelope icon next to the instructor’s name in the dropdown menu in the top navigation. This invokes a step-by-step process in which you determine
which date range and which information you want to email to the instructor.
Step 1: Tap the email icon next to the instructor

Step 2: Select the time range

Chapter 14: Bobclass Studio
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Step 3: Select what information to share

Step 4: Select how to share it

Step 5: Preview

Chapter 14: Bobclass Studio
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Step 6: Send the schedule to the instructor(s)

Note: You can also create a roster overview of all instructors at once. Simply start the flow with All
Instructors in step 1.

Chapter 14: Bobclass Studio
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Using iCloud for Contacts

A1

Your contacts should be stored in a cloud so your iPad/iPhone, mobile phone and computer will
synchronize with the same source. You can read more about it in “Contact Synchronization” on
page 4. If your preferred cloud service is iCloud, here is how to enable it on your iPad/iPhone.
1. Go to your iPad/iPhone’s Settings.

2. Select Mail, Contacts, Calendars
3. In the ACCOUNTS section, select Add Account

4. Select iCloud

Appendix 1: Using iCloud for Contacts
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5. Enter your Apple ID, password and tap the Next button

6. Make sure that Contacts is enabled.

7. Open Contacts to see your contacts, which are now synchronized in iCloud. If this is the first
time you are using contacts on your iPad/iPhone, you may need to wait a few minutes to see
them appear.

8. If you are using an iPhone, you should make sure that it has iCloud enabled as well. The steps
to do so are nearly indentical.

Appendix 1: Using iCloud for Contacts
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Using Outlook/Live/Hotmail
for Contacts

A2

Your contacts should be stored in a cloud so your iPad/iPhone, mobile phone and computer will
synchronize with the same source. You can read more about it in “Contact Synchronization” on
page 4. If your preferred cloud service is Microsoft’s Outlook/Live/Hotmail, here is how to enable it
on your iPad/iPhone.
1. Go to your iPad/iPhone’s Settings.

2. Select Mail, Contacts, Calendars
3. In the ACCOUNTS section, select Add Account

4. Select Exchange. Do not select Hotmail as it an older protocol.

Appendix 2: Using Outlook/Live/Hotmail for Contacts
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5. Enter your Outlook/Live/Hotmail email address, password and tap the Next button. Note: If
you use Exchange with a non-Outlook/Live/Hotmail address, there will be an additional step
with the following fields: [1] User name (same as your email address) and [2] Server name
(m.hotmail.com)

6. Make sure that Contacts is enabled.

7. Open Contacts to see your contacts, which are now synchronized in Exchange ActiveSync. If
this is the first time you are using contacts on your iPad/iPhone, you may need to wait a few
minutes to see them appear.

8. If you are using Outlook/Live/Hotmail on a smart phone, you should make sure that it has
Exchange ActiveSync enabled as well. Depending on your model and operating system, the
process should be similar to the above.

Appendix 2: Using Outlook/Live/Hotmail for Contacts
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Using Yahoo! for Contacts

A3

Your contacts should be stored in a cloud so your iPad/iPhone, mobile phone and computer will
synchronize with the same source. You can read more about it in “Contact Synchronization” on
page 4. If your preferred cloud service is Yahoo, here is how to enable it on your iPad/iPhone.
1. Go to your iPad/iPhone’s Settings.

2. Select Mail, Contacts, Calendars
3. In the ACCOUNTS section, select Add Account

4. Select Yahoo!

Appendix 3: Using Yahoo for Contacts
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5. Enter your name, Yahoo email address, password and tap the Next button.

6. Make sure that Contacts is enabled.

7. Open Contacts to see your contacts, which are now synchronized with Yahoo! If this is the
first time you are using contacts on your iPad/iPhone, you may need to wait a few minutes to
see them appear.

8. If you are using Yahoo! on a smart phone, you should make sure that is has synchronization
enabled as well. Depending on your model and operating system, the process should be similar to what is described above.

Appendix 3: Using Yahoo for Contacts
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Migrating Contacts from Excel

A4

Chances are that you keep your current client contacts in a spreadsheet. Re-entering those manually in your iOS address book or Google Contacts may look like a daunting task. Fortunately, the
migration of your contacts can be automated. This section explains how to do so.
Why it is good to have your client contacts in the cloud
Keeping client contacts stored in the cloud and maintaining them in Bobclass is the best way to
do your client administration. Once in the cloud, your contacts are:
•
•
•

Synced. All your devices use the same contact list and changes are synced across.
Safe. You always have a backup of your contacts.
Shared. Multiple users can access the contact list at the same time.

Contacts must first be moved from Excel to the Cloud
You can choose to store your contacts using a Google, iCloud, Yahoo or Microsoft Outlook/Live/
Hotmail account. In this example we use a Google account because it offers the easiest and
snappiest synchronization with Bobclass. The steps to take are visualized in the following diagram:

Appendix 4: Migrating Contacts from Excel
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Step by Step
1) Create a dedicated email account in the cloud. You can also use your existing email address
but if you do not want to mix personal and private contacts it is better to get a fresh one. Note
that you do not need to use this email account to send emails, we will just use it to import your
existing contacts. You can create a new Gmail account at mail.google.com/mail/signup.
2) Open the Excel sheet with your contacts and prepare it for exporting. You need to rename
the column headers exactly to what is shown below, so Address1-Street and E-mail1-Value etc.
To help you out, I have created a CSV file that you can use to paste your own contact details in.
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Name (first + last name together, e.g. John Brown. If you use this, you can skip the next two
columns)
Given Name (e.g. John)
Family Name (e.g. Brown)
Address1-Type (e.g. home, work, pickup)
Address1-Street (e.g. 65 Mountain View Drive)
Address1-City (e.g. Barcelona)
Address1-Region (e.g. NY or Bavaria)
Address1-Country (e.g. United States)
Address1-Postal Code (e.g. 91210)
Phone1-Type (e.g. home, work, mobile, parent)
Phone1-Value (e.g. 678-456-789)
E-mail1-Type (e.g. home, work, parent)
E-mail1-Value (e.g. johnbrown@testmail.com)
Group Membership (this MUST be exactly My Contacts ::: Bobclass )
Organization1-Name (e.g. ACME Company)
Organization1-Title (e.g. Marketing Director)
Notes (e.g. John is a great client!)

Once you have prepared the spreadsheet with the correct headers, save it as a CSV (commaseparated-values) file. This is a neutral file format that can be used by other applications to import
contacts.
3) Import the contacts in your Google account. Log in to the email account that you used in
the first step and click on the Gmail button in the top left corner. Select Contacts. In the More
menu, select Import. In the dialog that comes up, click the Browse/Choose File button and select
the .CSV file that you created earlier. A few seconds later, your contacts will be visible. You may
want to view a contact to see if all important fields were carried over correctly. If not, then it is
likely that you did not use the exact header labels (see earlier).

Importing a CSV file into Google Contacts
Appendix 4: Migrating Contacts from Excel
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4) Let Bobclass know that you want to synchronize with a Google account. Launch Bobclass
on your iPad/iPhone and tap the settings button in the top navigation. Tap Contact Synchronization and select the second option: Google Contacts and hit the Login button. You will be asked
to sign in using your Google account. In case you are concerned: this step uses the OAuth 2.0
technology which means that your credentials will not be shared with us. Close the settings panel
by tapping the Save button.
5) Start importing contacts in Bobclass. Tap the human icon to open the contacts list and tap
the + button, then the Import tab and then the contacts you want to use in Bobclass.

Importing from Google Contacts into Bobclass. From now on, all are synced.

iCloud
For some reason, Apple’s iCloud does not allow .CSV files to be uploaded which means that
we need an extra step. After having imported the contacts into a Google account as described
above, we now need to export the contacts in vCard format. So once you are looking at the
contacts in your Google account, click the More button and select Export. In the dialog, select
the last options (vCard). This will create a file called contacts.vcf that you can import in icloud.
com. Log in using your Apple ID, go to contacts and click the gear icon in the bottom left. Here is
where you can import your contacts in vCard format. Once your contacts are in iCloud, you have
to make sure your iPad/iPhone’s address book points to iCloud and then tell Bobclass to use the
iPad/iPhone Address Book. These steps are described in “Using iCloud for Contacts” on page 40.
Microsoft (Hotmail/Outlook/Live) and Yahoo accounts
Hotmail/Outlook/Live and Yahoo email accounts let you import .CSV files without problem but
you have to rename the column headers slightly differently than for Google. Use the outlook-contacts.csv and the yahoo-contacts.csv templates, paste your contacts in the appropriate columns
and import the .csv in your email account. Once your contacts are imported in the cloud, you
have to make sure your iOS address book points to those and then tell Bobclass to use the iOS
Address Book. These steps are described in “Using iCloud for Contacts” on page 40.
The steps above may look complicated but fortunately this only needs to be done once. If you
need assistance, email us at support@bobclass.com.
Appendix 4: Migrating Contacts from Excel
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