
How the new 
Booking Calendar 
works🚀

The new Booking Calendar makes scheduling individual lessons easy. 
This is a step-by-step guide to get you started.

Accessing the Booking Calendar
Select “Lessons” to access your Booking 
Calendar. 

Alternatively, you can find it by selecting 
“Book Lessons” on your Language 
Academy homepage.

Getting started on the Booking Calendar

You’ll see this view when 
booking an individual lesson 
for the first time.

The calendar shows a week at a 
glance. Light blue slots mean 
trainers are available; gray 
means no availability. You can 
book one lesson at a time.

Before booking, you can choose 
your preferred lesson duration 
at the top of the screen.



Click on a light blue slot in the calendar 
to see the available trainers.

When you select a trainer, you also see 

their other available slots highlighted in 

green.

Review the lesson details and click 

“Confirm” to book. 

A green banner will pop up 

confirming your booking, and the 

lesson will appear on the calendar.

As you book more lessons, you will 

be able to see availability for 

multiple trainers at the same time.

Make sure you use 
Language Academy to 
join lessons or change 
your individual lesson 
schedule.

Choose a lesson duration before 
selecting a trainer.



To see your upcoming lessons, 
select “Lessons”. 

Checking Upcoming Lessons 
and joining them

Click “Upcoming Lessons” for a quick view.

The “Join” button will activate five minutes before the lesson start time.

You can also join from the left-hand 
side of the homepage under 
“Lessons”. 



Need to cancel? Do so more than one hour before the lesson starts. Click the 
trash can icon to confirm the cancellation in the Upcoming Lessons section. 

Canceling Individual Lessons

Top lesson tips

➔ Check your webcam and microphone settings before 
joining a lesson.

➔ Let your trainer know what you’d like to focus on. The 
Proficiency Test and Certificate helps you identify 
your learning needs.

➔ Join lessons directly from Language Academy and 
cancel lessons at least one hour in advance to get 
them re-credited.




