
How to Sign Up for a Studio Session
Studio sessions are four-hour bookings for students to use the GHP studios outside of class meeting times. 

REGISTRATION ELIGIBILITY: You must be currently registered in a multi-week course at the Pottery in order to book 
Studio Sessions. The Pottery will not honor registrations for individuals who are not enrolled in a class. Students may 
only book Studio Sessions at the GHP location at which they are enrolled in a multi-week class.

Step 1:	 On our website, go to the Current Students page or choose “Students” from the main navigation menu at 
the top of the homepage. 

Step 2:	 Select “Register for Studio Sessions.” On a smart phone, this option appears at the bottom of your screen. 
On a desktop, it is on the right side. 

Step 3:	 Choose the location you want to work at: West Village (including slipcasting) or Chelsea. You will be able to 
view the available appointments in LIST VIEW (example below) or CALENDAR VIEW (example on next page.)

List view of studio session listings 

GHP’s website with side navigation and buttons to view studio sessions.

Filter studio sessions here.

Your initials here indicate that 
you are logged in.

Toggle between list and 
calendar view here

Click “More Info” to see more 
details and proceed to booking 
this session.



Step 4:	 Select the session you would like to book. Please take care to confirm that you are selecting the right 
classroom, technique, and time slot. 

Step 5:	 When you select a studio session, you will see a details page. Click “Register” to select the date (or 
multiple dates) that you plan to attend.

Calendar view of studio session listings. 

Click any calendar event to see 
more details and proceed to 
booking the session.

Click Register to select the date(s) 
you will attend.

Filter studio sessions here.
Toggle between list and 
calendar view here
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Registration details page for a studio session.



Step 6: 	 Select “Who is attending” to select the participant. 

Step 7:	 Select the dates you would like to book. Then click “Done” in the top corner of the calendar, 
		  Available sessions are circled. 
		  Your selections will be highlighted in solid orange. 
		  Sessions with a blue W are full and you can join the waitlist.

Step 8: 	 Click “Add to Cart.” If you are not already logged into Sawyer, you will be prompted to do so now.

Step 9:	 Review the dates in your cart. If you want to book additional days/times, click “Keep Shopping.”

Step 10:	 Click “Checkout” when you are ready to process your payment. 

Step 11:	 Complete a page of registration information

Step 12: 	Verify your credit card information. The final button to confirm you’re signed up says “Place Order.”
	 Please check your email for a confirmation from Sawyer. This may be filtered to your junk/spam folder. 

Selecting dates to attend a studio session.

Step 6: Select Who is Attending

Step 8: Click Add to Cart

Step 7: Select Date(s) and Click Done
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Please note: studio sessions are not refundable. Transfer is permitted to another studio session provided the 
request is made at least 24 hours prior to the day of the session. Those who wish to transfer must provide the 
alternate studio session date in writing at the time of their request.

To change a studio session, please email:
GHP West Village (16 Jones Street or 27 Barrow Street): pottery@greenwichhouse.org
GHP Chelsea (80 Eighth Avenue): ghpchelsea@greenwichhouse.org



Step 11: Complete the registration forms.

Step 11: Complete the registration forms.

Shopping cart ready to register for two studio sessions.

Verify the date(s), time, and classroom for your reservation.

Step 10: Click “Checkout” to proceed 
with your purchase.

You are not booked until you click “Place Order” and receive an email confirmation.

Step 12: Click “Place Order” to 
finish your registration.
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