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18 Steps (4

STEP 1

Click on Events

+£» Communication
= Library
$§  Revenue
~

Legislation

4 Events

[ Accreditation

#f Settings and Configuration

& Engagifii

>

Please take a look at our upcoming Events and Pr

for you!

The XSBA Team
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https://xsba.engagifii.com/pages/home
https://xsba.engagifii.com/

STEP 2
Click on All Events

F

& Library »
The XSBA Team
$ Revenue >
/. Legislation >
4§ Events v
4 AllEvents

£ Event Speakers
§2 Exhibitor
Q@ Venues

B Rooms

STEP 3

Choose your event

: % Civil Law Conference 2022 9 Summer WEI
Conference
. ) Regional
: * MML Misdemeanor Prose... FRI
Workshop
. District
: * ° [June 13th Extravaganza] 9 Meeting MO
S
* Summer Conference 9 ummer TUE
Conference
* PACGA Conference - MC 9 Summer WEI
Conference
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STEP 4

Click on Sessions

o June 13th Extravaganza
>
Event Type: District Meeting &

7]
n > &0
>
General Classes Bundles Registra
>
> Event Schedule
Monday, June 13, 2022 at 8:00 AM to 5:00 PM
Wamiias AMam~sas Lladal
STEP 5
Click on Add Session
. EVENU 1ype: vISUiCL vieeung &

a0

General  Sessions  Classes  Bundles  Registration & Pricing Par

Qs

Session Status Session Name Date/Time
e
: 0 Keynote Address JUN 13, 2022 8:00 AM - 8:30 AM

& Engagifi 4 of 12



STEP 6

Add your session name.

ents
Speakers
itor

28

ion

STEP 7

General Sessions Classes Bundles

> @ Sessions

Session Name *

Registration & Pricing Participants Acct

Description

@ ‘ CAVA Lunch|

45 ¢*» | Paragraph

—
ﬁ. Selected Date/Time * &

Session Type *
Select

Speaker

Select

Click on Selected Date/Time*

kers

& Engagifii

> @ Sessions

Session Name *

Descript

@ ‘ CAVA Lunch

o <«

—
'L‘Selected Date/Time f}’

Session Type *

Select

Speaker

Select
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STEP 8

Click on dropdown trigger

| Sessions

Session Name * Description

CA Session Start Date/Time ~  Session End Date/Time

_\:[—' 06/13/2022 ’[ 8:00 AM @J o~ 5:00 PM @

Sess| Close m

Select v

Speaker

Select v

STEP 9
Click on 12:00 PM

l-— UD/ 1 LVLL u | o.uu AM (&) ‘ ahal 20U rm (&)
+J
10:00 AM
Sess| Close m
10:30 AM
Select
11:00 AM
Speaker
11:30 AM
Select
12:00 PM
Room
12:30 PM
Select
1:00 PM

Default Price (in $) *
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STEP 10

Click on dropdown trigger

Description
t Date/Time ~  Session End Date/Time A v v B I
&3 | 12:00PM o ~ [ 1:00 PM @J
o [0
STEP 1
Click on Save
Description
~  Session End Date/Time A v v B I U ¢
M o ~ 1:00 PM o |
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STEP 12

Select your session type

W
Session Name * Description
ents ( |
‘ CAVA Lunch| 45 ¢* | Paragraph
Speakers —
'ﬁ. 13 JUN 2022 - 13 JUN 2022 at 12:00-01:00 #"
itor
Session Type *
ES
| Select v I
1S Speaker
Select ~
fon >
Room
1d Configuration >
Select v

Default Price (in $) *

STEP 13
Add speaker if applicable.

- Session Name ™ Description

@‘ CAVA Lunch| < > Paragraph

ents
—
_L' 13 JUN 2022 - 13 JUN 2022 at 12:00-01:00 #*
Speakers
Session Type *
itor »
Lunch v
B
Speaker
1S Select v
ion > Room
Select v

1d Configuration >
Default Price (in $) *
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STEP 14

Select the room

ﬂ 13 JUN 2022 - 13 JUN 2022 at 12:00-01:00 &

Speakers
Session Type *
itor bl
Lunch v
B
Speaker
1S Select v
lon > Room
Select v

1d Configuration >
Default Price (in $) *

Session Status Session Name Date/Time Type

STEP 15
Add price if applicable

vpsancs

IS Select v
ion > Room
Room A v
1d Configuration >
Default Price (in $) *
[ $20 ]
Session Status Session Name Date/Time
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STEP 16
Add description

Description

e viAvEB-Y B I U § x? X |i=viZTv £ E

Joine us for a CAVA lunch and Fellowship.

STEP 17

Click on Save

Speakers Registrants/Attendees
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STEP 18
Complete

General  Sessions  Classes  Bundles  Registration & Pricing  Participants ~ Accounting Details  Settings

—_—
@ Il 145 Add Session Page [1/1] of 1Records < > T F
Session Status  Session Name Date/Time Type Room Price k 1

—
0 Keynote Address JUN 13,2022 8:00 AM - 8:30 AM Keynote Address Room A $0.00 ' Andy Administrator @
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