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STEP 1

Click on Events

s

N on

Communication

Library
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Legislation

e

Events

& Engagifii

Accreditation

Settings and Configuration

>

Please take a look at our upcoming Events an
working hard for you!
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STEP 2
Click on All Events

VWUIRIIY HaQid 1ul yuu:

Library >
The XSBA Team

Revenue >

Y o D

Legislation >

Events v

e

4 All Events

£ Event Speakers
§i Exhibitor
Q Venues

B Rooms

mn Acccadlbadlam

STEP 3

Select the event

-—_

Favorites Search Events Q Status Type Date/1

Winter
* Alabama District Attorneys As... @ TUE Js
Conference
Summer
Principal Leadership S e MON .
* 0 [nnctpa eadership Summer ] Conference
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STEP 4

Click on Classes

9 Principal Leadership Summer Conference
Event Type: Summer Conference &

&0 NoTags

General  Sessions Bundles Registration & Pri

Event Schedule
Day Day
Mon, Jun 10, 2024 at 8:00 AM to 6:00 PM Tue, Jun’

STEP 5
Click on Add Class

W Event Type: Summer Conference #

&0 NoTags

General Sessions Classes Bundles Registration & Pricing Participant

Event Class List |ETRLEEEHEEIES

Search Classes Q Duration Class Dates

& Engagifii
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STEP 6

If you would like to add a new class click on Add New Class

v

General

Event

Search Classes

Sessions

Classes Bundles

(WEIS RS i AddClass v

| @ Add New Class I

(3 Add Existing Class

Registration & Pricing

Participants

Class Dates

Accounting Details

Instructor(s)

Lo o) ”
e
U o ' S
Click on Select
a N o Principal Leadership Summer Conference
Event Type: Summer Conference &
lonships > 20
nunication >
y > General Sessions Classes Bundles Registration & Pricing Participants
we > .
i:::) Event Class List

lation >
s . Courses *

[ Select ~ ]
All Events

Class Type *
Zvent Speakers

Select a Class Type v

=xhibitor

Class Name *
fenues Enter Class Name
Rooms

0]
Single-day

wditation > Class
1gs and Configuration > Start Date Start Time End Time

& Engagifii

Settings
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STEP 8

Select the course

vent Speakers

xhibitor

‘enues

ooms

ditation

-

Type to filter...

select Lourse(s)

O © strategic Planning and Decisit

O © Digital Marketing Essentials

o Emotional Intelligence and Le

gs and Configuration >

STEP 9

Click on Select Course(s)...

Start Date

O Professional Development

O o New Awesome Course

Start Tir

7
Xoa T
[ Principal Leadership Summer Conference
o] My Area > P P
Event Type: Summer Conference & [ERegister
£ Relationships 30
- &0 N straton
a04/01/2024 1200 AM
% Communication >
@ Library > General  Sessions  Classes  Bundles ion & Pricing g Details ~ Settings
$ Revenue > .
i) Event Class List &
2 Legislation »
§ Events ) Courses * [EETNTEIEM 7 Select Instructor(s)
Emotional Intelligence and Leadership ~
& AllEvents
Select Course(s)
& Event Speakers Typato fiter a .
e @ Instructor(s)
Exhibitor
=l O © strategic Planning and Decisio.. 1
Q Venues O © pigital Marketing Essentials
B fooms @ © Emotional Intelligence and Lea.
O @ Professional Development
B Accreditation O © New Awesome Course
@ Settings and Configuration > Start Date Start Time End Time
11/17/2023 =] 12 i 06 PM v 1 06 PM~
©ccurs once on Nov 17 2023 at 12:06 PM - 01:06 PM
Tagls): |+
\, : .
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STEP 10

Click on Select Instructor(s)

Accounting Details Settings

Instructor(s) [ - Select Instructor(s) ]

@ Instructor(s)

STEP 11

Click on Certified Instructor(s)

Instructor(s) EEFRETEEALEUIGTE)

0 Certified Instructor(s) >

9 Other Instructor(s) >

@ Instructor(s)
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STEP 12
Add Instructor

STEP 13

Click on Select a Class Type

nunication >
Yy 2
we >
lation >
s v
All Events

vent Speakers

=xhibitor

/enues

Rooms

ditation >

igs and Configuration >

& Engagifii

General ~ Sessions  Classes  Bundles

Event Class List

Courses *

Emotional Intelligence and Leadership

Credit Hours Credit ... 5

Class Type *

O Certified Instructor(s) >

Certified Instructor(s)

Type to filter...

W Select All Clea

Co

n lan Instructor

Registration & Pricing  Participants ~ Accounting Details ~ Settings

Instructor(s) [EFEETEEINT

o
E=

[ Select a Class Type

Courses
-

Class Name *

Emotional Intelligence and Leadership

®

Single-day

Class
Start Date Start Time
11/17/2023 &3 12 t 06

Occurs once on Nov 17 2023 at 12:06 PM - 01:06 PM

Courses skilled t

End Time

1 L 06 PM v
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STEP 14

Select class type

nues Select Class Type
oms Type to filter...

O Orientation
itation >

O General
s and Configuration > Professional

O Ethics

O Event Day

MM rookikiteae Naatadeadian

Occurs once on Nov 17 2023 at 12:06
STEP 15
Select the date
vents Emotional inteliigence and Leadersnip
it Speakers ®
Single-day
bitor i
les
Start Date Start Time
ns o .
11/17/2023 12 t | 06 PM v

Rion ’ Occurs once on Nov 17 2023 at 12:06 PM - 01:06 PM
and Configuration > Tag(s): 4+

& Engagifii
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STEP 16
Add the time

O]
Single-day
Class

t Date Start Time End Time

5/10/2024 £3 3 : PM v 3 | 06

Start time should be before end
time

once on Jun 10 2024 at 03:06 PM - 03:06 PM

STEP 17

Click on Save

= -

idees Status Credit Types
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STEP 18

Select the course you just added.

0 Crescerance Admin v

# Home | @ Accredtation | T Courses | f Course Details

] MyArea >
4 Emotional Intelligence and Leadership CreditTypes|  §& < X
& Relationships > o
& Member Participation Metrics [ Class Progress Metrics
A a5 o =
@ Library >
$ Revenue N General  Classes  Participants  Documents
/. Legislation ’ Classes [LEtRY"H £
§ Events v cl
Faverite  Classes Duration Class Type u:: Instructors  Attendees Status Credit Types  Tags
§ AllEvents
motional Intelligence and Leadership 0
A Event Speakers * Emotional Intelligence 1Day Professional B -m 1 Credit Types
10.JUN 2024 at 3:00 PM - 5:00 PM
§2 Exhibitor
Q venues
H Rooms
B Accreditation >

B Settings and Cenfiguration >

Copyright @ 2023 ENGAGIFIl Inc. - All Rights Reserved. | Privacy Policy E anif
@ €& Engag

STEP 19
Click on Edit to set it up

Crescerance Admin v

Credit Types §& < X

& Edit

& Engagifii 11 of 21



STEP 20

Check This class requires registration

06/10/2024 3 : 00
All Events

Occurs once on Jun 10 2024 at 03:00 PM - 05:00 PM
Event Speakers

Exhibitor

Pricing & Registration Details
Venues

[( ) This class requires registration]
Rooms

{ Allow registrants with "Pending" status to count toward total registra
editation >

Registration Limit (O
ngs and Configuration > 0

Registration Start on Start Time
11/17/2023 iz 00 |: 00 i
STEP 21

Add registration limit

rea >
Not Setup @ Registration Not Setup
tionships >
Tag(s): | +
munication >
Registration Limit
ry > —
‘ 150 ‘
nue
’ Registration Start on
Slation y 11/17/2023 izz2
End Date
ts v MM/DD/YYYY 53
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STEP 22
Add registration period dates.

r o Emotional Intelligence and Leadership v Credit Types i€

Emotional Intelligence and Leadership I
NotSetup @ Registration Not Setup | g Participation 0/ 0

Tag(s): |«

Registration Limit @

‘ 150 ‘
Registration Start on Start Time
11/17/2023 ] 00 |: 00 AM~
End Date End Time
MM/DD/YYYY ] 00 |: 00 AM~

Default Price for All

$0.00

Class Detail

Description

> ¢> | Paragraph ~ AvBA~ B I YU § x* x ;Z2viZv = = Alv &v =Ev BvR@vyEy o — &

STEP 23

Select class type

7
nue >
slation >

Class Format *

ts N
In-person Class (1 OnlineC

All Events Class Location & Address:

Event Speakers N
Venue:

Exhibitor Room: *
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STEP 24

Select your venue and room

ry >
‘nue 4
slation ’ Class Format *
1s v .
@ ) in-person Class (' Online Class

All Events Class Location & Address:
Event Speakers

P Venue: *
Exhibitor [ Select Venue - ]

x

Venues Room:
Rooms Select Room v
editation >

Contacts Select Contact(s)
ngs and Configuration >

No Contact Person selected.

STEP 25

Click on Select Room

slation >
ts v Class Format *
All Events @ )in-personClass (| Online Class
Event Speakers Class Location & Address:
Exhibit
ottor Venue: *
Venues World Congress Center-Executive ... v
Rooms Address: World Congress Center-Executive Offices, 285 Andrew Young International Boulevard Northwest
Atlanta, GA, 30313
United States
editation > Show Map
Room: *
ngs and Configuration >
[ Select Room ~ ]

Contacts Select Contact(s)
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STEP 26

Select Grand Ball Room South

£= Relationships

£% Communication

2 Legislation

§ Events

§ Al Events
& EventSpeakers
§E Exhibitor
Q@ Venues
H rooms
[ Accreditation

of  Settings and Configuration

STEP 27

Press Save

STEP 28

Not Setup | @ Registration Not Setup | & Participation 0/0

Tag(s): | +

Occurs once on Jun 10 2024 at 03:00 PM -05:00 PM

Pricing & Registration Details

( This class requires registration
Allow registrants with "Pending” status to count toward total registrations

Registration Limit

150
Registration Start on Start Time
11/17/2023 00 ;| 00 AM~
End Date End Time
MM/DD/YYYY 00 |:| 0O AM~

Default Price for All

$0.00

Cléss Detail

Description

+5 ¢ | Paragraph v AvBA~ B I U 5 x*

X | 2=

Alv £v =+ @v @ E- @

If you would like to add a class that already exists in the system follow these

next steps.

XSBA Events: Powered by Engagifii

9 Steps [
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15 of 21


https://xsba.engagifii.com/pages/events/list

STEP 29

Click on Principal Leadership Summer Conference

Favorites Search Events Q = Status Type Date/Tim

) Winter
* Alabama District Attorneys As... @ TUE JAN
Conference
Summer
* [Principal Leadership Summer ... ] @ MON JUN
Conference

STEP 30

Click on Classes

9 Frincipal Leagersnip summer Lonrerence
>
Event Type: Summer Conference &

a0

General  Sessions Bundles  Registration & Pricing
>

’ Event Schedule
A
Day Day
Maon _lun 10 2024 at 80NN AM tn A-0N PM Tue hin11 7
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STEP 31
Click on Add Class

~——_ RYSIHL RS JUITTNC WWINGISHVE o

& 0 | NoTags

General  Sessions Classes  Bundles Registration & Pricing Participants

Event Class List { fii AddClass - ]

Search Classes Q Duration Class Dates

Emotional Intelligence and L...

@ Emotional Intelligence and Lea... 1 Day @

STEP 32
Click on Add Existing Class

General Sessions  Classes  Bundles Registration & Pricing Participants  Ac

Event Class List

@ Add New Class

Search Classes Class Dates In:

[ (3 Add Existing Class

Emotional Intelligence and L...

@ Emotional Intelligence and Lea... 1 Day @

10 Jun 2024 at 3:00 PM - 5:00 PM
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STEP 33

Click on Classes and select from the list

yrary >
General Sessions Classes Bundles Registration & Pricing Partici
venue > e
gislation > Event Class List
ents v
Classes
¢ All Events | Select ~
. Event Speakers
I Exhibitor
I Venues Search Classes Q | Duration Class Dat
I- Rooms Emotional Intelligence and L...
m Emotional Intelligence and Lea... 1Day @
STEP 34

Click on Classes and select from the list

EusiE Spaskers Select Classes
| Exhibitor Type to filter...
 Select All
Venues

: o Leadership Fundamentals
Rooms Leadership Fundamentals
Leadership Fundamentals |%

creditation > -
10 Jun 2024 at 3:00 PM - 5:00 PM

ttings and Configuration >
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STEP 35

Click on Classes and select from the list

# Home 4 Events ' 4 AllEvems /¢ Event Detail

O Principal Leadership Summer Conference
Event Type: Summer Conference & ERegister

&0 NoTags Registration begins
at04/01/2024 1200 AM

General  Sessions Classes  Bundles Registration & Pricing Participants  Accounting Details  Settings

Event Class List Page[1/1] of 1 Records < > &

Classes
Leadership Fundamentals A
SETECT C1as5es
Type to filter. Q
& Select Al Clear Al Class Dates Instructors Attendees Status Credit Types Tags

=1 ° Leadership Fundamentals
Leadership Fundamentals

11 Jun 2024 at 3:.00 PM - 5:00 PM
@ 0 0 Setup 1 Credit Types

10 Jun 2024 at 3:.00 PM - 5:00 PM

STEP 36

Click on Save

endees Status Credit Types Tags

Setup 1 Credit Types
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STEP 37

You have added an existing class.

@0 NoTags

General  Sessions  Classes  Bundles  Registration & Pricing  Participants  Accounting Details  Settings

Event Class List

Registration begins
at04/01/2024 1200 AM

Page [1/1] of 1Records < > /&

Emotional Intelligence and L.

@ Emotional Intelligence and Lea... | Day @ 0 e

10 Jun 2024 at 3:00 PM - 5:00 PM

| Search Classes Q  Duration Class Dates Instructors  Attendees

Status

Setup

Credit Types Tags

1 Credit Types
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