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ENGAGIFII 13 Steps

STEP 1

Click on Training to enter the Accreditation Module
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STEP 2

Click on Classes

STEP 3

Click on Add Class
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STEP 4

Add the Course Name, Class Type, Class Name, and all of the other fields to
 set up your class.  Please note, anything with a red asterisk is a mandatory
 field. Once finished, select Save.

STEP 5

Click on the class name to configure the details and set up registration. 
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STEP 6

Click on Edit 

STEP 7

By clicking this icon, you can set the visibility of the course and determine
 who is able to see it
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STEP 8

In the General Tab, toggle on This Class Requires Registration to configure
 the registration dates/times, and default pricing. You will also see the basic
 registration workflow steps listed. 
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STEP 9

Scrolling down, you can add a class description in the text editor box.  You
 can also upload a document or agenda.  And you have the ability to add class
 confirmation email descriptions if you need to provide information once the
 registration has been completed.

STEP 10

Scroll down and toggle on In-Person Class and location details
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STEP 11

Or toggle on Online Class and add login details

STEP 12

Click the Select Contacts button and begin typing the name of the contact
 person and check the box to add them. Follow the same process to add the
 Instructor.
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STEP 13

Once finished, select Save
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