
Parent’s Guide to Scheduling Mathnasium Appointments Online 
 

 

Welcome 

 

We are pleased to offer you the opportunity to setup and manage your student’s Mathnasium schedule 

online. We hope you will find this tool, powered by YouCanBook.Me, to be simple and helpful to use. 

 

Getting Started 

 

First, it is highly recommended (though not required) that you have a Google account to use the online 

scheduler.  With a Google account, in addition to receiving appointment confirmation emails you will be 

able to see what times your student is scheduled for on your Google Calendar. If you do not have a 

Google account, you will only receive the appointment confirmation emails. 

 

To schedule your student’s lessons, go to the appropriate scheduling page via the link on the Schedule 

tab of our Center’s website (also provided along with password from your Center Director): 

 
 

And click on Online Appointment Scheduling: 

 
 

The first time you access the calendar from any given device you will need to enter a password. 

Enter the password provided to you by the Center Director. 

  

Click here 



Next, you will be directed to the main session scheduling calendar, which will look similar to this: 

 

 
 

  



Scheduling a Session 
 

Lessons can be scheduled to start on the hour and half-hour. Start times available for a 60-minute lesson 

are highlighted. For 90-minute lessons, choose a start time that also shows an available start time in the 

next time slot (two consecutive available start times). Unavailable start times are crossed out. 

 

To schedule a lesson, move to the desired day and click on your choice of available start time to bring 

up the booking form shown below.  (Before you click on the start time you may notice that it and the 

following time slot change color, indicating a 60-minute lesson. If you are enrolled in upper-level 

instruction and are scheduling a longer lesson – you will be given that option in the subsequent steps.) 

 
 

 

 



Following are the explanations of the booking form prompts: 

 

Start Time 

You do not enter or change anything here. The day & time you are scheduling is shown. 

 

Duration 

This defaults to one hour.  If your student is signed up for upper-level instruction and you wish to 

utilize the optional longer session, use the drop-down to select 1 hour and 30 minutes. 

 

Would you like to schedule this day & time every week? 

Check this box if you would like to reserve this time on a weekly basis. 

 

Initially, only the first appointment will show up on your Google Calendar. If we have room on our 

schedule to accommodate your request, we will convert the appointment to a recurring schedule, 

and you will receive an Updated Appointment confirmation email and, if you are using Google 

Calendar, see the recurring appointments on your calendar. If we do not have room to make the 

appointment recurring, then we will contact you to help you make other arrangements. 

 

How many students are you scheduling? 

If more than one, use the dropdown box to select the number of students being scheduled for the 

time slot.  This option is for families with multiple students enrolled and wanting to schedule them 

at the same time, so you do not have to create separate appointments for each student. 

 

First & Last Name of Student(s) (First1, First2, …, Last) 

Enter your student’s first and last name.  For two or more, separate first names with a comma. 

 

Your Email (We recommend using gmail if you use Google Calendar) 

Enter your email address. A confirmation email will be sent to this address (even if it is not a 

Google address). If you enter a Google address, youcanbook.me will also create the appointment 

on your Google calendar. 

 

Your Name 

Enter your first and last name. 

 

Your Phone Number (xxx) xxx-xxxx 

In the indicated format, enter the phone number where you would prefer we contact you if 

necessary. 

 

If you are rescheduling a session, list the date and time you had originally scheduled 

If applicable, enter the date and start time (mm/dd, hh:mm) of the session you are changing from. 

 

Type the five letters: 

Fill in the five-letter Captcha code shown and then click the “Confirm Booking” button to reserve 

your time (or the “Cancel” button to cancel your work). 

 

You will be directed to a page confirming your appointment like that shown on the next page. If 

you would like to schedule another lesson, right-click on “To schedule another lesson, click here” 

to be directed back to the calendar. 

 



 
 

You should receive an email confirming the time and date of each session scheduled through 

YouCanBook.Me, and your Google Calendar should display an event at the days/times you chose.  

(Note: the name of the event will be your student’s name(s); feel free to change it to whatever suits you). 

Instructions for cancelling or rescheduling this appointment (see below) will be included in the 

confirmation emails and the calendar appointments. 

 
 

 

  



Cancelling a Session 

 

Note: a minimum 24 hour notice is required to cancel any session. 

 

Stand-alone sessions that were scheduled through youcanbook.me (not a recurring session that was setup 

by the Center Director) can be cancelled by clicking the cancellation link in either the appointment 

confirmation email or in the calendar appointment itself. You will be directed to the following page 

where you can enter your reason for cancelling (optional) in the box before clicking on the “Confirm 

Cancellation” button. Upon completion of these steps, the session will be removed from your calendar. 

 

 
 

  



To cancel a recurring session (one that was setup by the Center Director in response to your request in 

initial appointment to make a session “recurring” each week), either reply to the Updated Appointment 

confirmation email (or just create your own email to us) or in the calendar appointment select Email 

organizer (Step #1a below). In either case, please add the text “ - CANCEL” to the end of the Subject 

line in the pop-up (Step #1b below) and then click Send (Step #1c below). (If creating your own email to 

us, be sure to let us know the name of your student(s) and day/time of appointment being cancelled.) 

 

 

 

Step #1a 

Step #2 

Step #1b 

Step #1c 



You can then remove the appointment from your calendar by clicking on the “Remove from this 

calendar” button in the appointment (Step 2 above) and making sure to click on the “Only this instance” 

button in the pop-up (below). Removing the appointment from your calendar does not remove it from 

the Mathnasium calendar, so it is important that you email the organizer (Center Director) in order that 

your attendance allowance is properly credited. 

 

 
 

You should receive an email from the Mathnasium center confirming the cancellation of this session. 

 

Rescheduling a Session 

 

Note: a minimum 24 hour notice is required to reschedule any session. 

 

Stand-alone sessions that were scheduled through youcanbook.me (not a recurring session that was setup 

by the Center Director) can be rescheduled by clicking the rescheduling link in either the appointment 

confirmation email or in the calendar appointment itself. You will then be directed to the main 

scheduling page where you can choose another available day/time for your session (make sure to check 

against your own calendar that it does not overlap a time you have already signed up for!). 

 

To reschedule a recurring session (one that was setup by the Center Director in response to your request 

in initial appointment to make a session “recurring” each week), either reply to the Updated 

Appointment confirmation email (or just create your own email to us) or in the calendar appointment 

select Email organizer. In either case, please add the text “ - RESCHEDULE” to the end of the Subject 

line in the pop-up and then click Send. (If creating your own email to us, be sure to let us know the name 

of your student(s) and day/time of appointment being rescheduled.) 

 

You can then remove the appointment from your calendar by clicking on the “Remove from this 

calendar”button in the appointment and making sure to click on the “Only this instance” button in the 

pop-up. Removing the appointment from your calendar does not remove it from the Mathnasium 

calendar, so it is important that you email the organizer (Center Director) in order that your attendance 

allowance is properly credited. 

 

Finally, return to your Mathnasium center’s main scheduling page and create a new appointment. 

 

 

  

Step #2 



Troubleshooting/FAQ 
 

Be sure to read the responses below.  If you have any scheduling questions or concerns, feel free to call 

or email the center to resolve them. Use the phone number listed at the bottom of the calendar pages. 

 

The time I want is crossed out! 

If your desired time is crossed out, it means that we are unavailable at that time, probably because we 

are fully booked.  To schedule a session, choose a different starting time. 

 

I need to schedule all of my students at one time, but I can’t choose the number I need! 

If there are not enough spots for all of your students, try a different time.  If you cannot select enough 

students for the time you want, it is because we do not have that number of spots available at that time. 

We can only instruct a certain number of students at any time, and the time you chose is nearly full. 

 

I want to schedule a 90-minute upper-level math appointment but that option isn’t available! 

This is because the session would overlap with a time that is already full.  Try a different time. 

 

How far out may I schedule an appointment? 

Our YouCanBook.Me calendar is setup to allow lessons to be scheduled up to 9 weeks in advance. 

Recurring appointments can be setup farther out than that if you are enrolled in a multi-month package; 

in this case you may have a recurring appointment for the duration of your committed enrollment period. 

 

Is it okay for my student(s) to arrive early/late? 

Lessons start and end as scheduled. Students arriving early may be asked to wait until their scheduled 

start time to begin their lesson. Students who arrive late may be required to end their lesson at the 

originally scheduled end time. It is recommended that students arrive a few minutes early to minimize 

their wait to start a lesson, as well as minimize congestion in the waiting and instruction areas. 

 

What is my attendance allowance? 

This is the number of lessons that you are permitted to use throughout the month, the number that you 

selected for your current enrollment in one of our programs. Our 2-sessions per week programs allow up 

to 9 lessons per month, the 3-sessions per week option allows up to 13 lessons per month, and our every-

day option allows one lesson each day we’re open. 

 

It is up to you to schedule and use your lessons up to your monthly allowance, and so it is important that 

you make sure that the center is notified of any cancellations or rescheduled sessions you make so that 

you are able to use all the sessions in your allowance. Lessons that are not cancelled/rescheduled with at 

least 24 hour notice (other than for emergency reasons) are counted as a used lesson regardless of 

whether the student attends it or not. Unused lessons to not carry over to subsequent months. 

 

I’m not sure what to do! 

If you need any assistance, call the center at the number near the bottom of all scheduling pages. 


