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STEP 1
Click on Training to enter the Accreditation Module
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STEP 2

Click on Classes
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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.

# Home /@ Training / @ Classes

[+] @ All Classes Show Upcoming Classes Page [1/1] 10 of 2 Records. BT F

[LETEUEIN | Select Instructor(s)

Course Metrics 10 Credit Hours

"
Class Type @ Instructor(s)

Basic Membership

Class Name *

New Class Course
@ Single-day Class O On-demand Class

Start Date Start Time End Time

01/16/2025 [:] 2 : | 00 PM~ 5 : | oo PM -

Occurs once on Jan 16 2025 at 02:00 PM - 05:00 PM

Tagis): +

STEP 5
Click on the class name to configure the details and set up registration.
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STEP 6

Click on Edit

& Pricing Accounting Details

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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Publish New Class Course X
Published

B!

Publish to: Specific People  ~
Publishing to Specific People will make this object visible 1o all the people, tags & user roles belonging to Customer Onboarding

People Tags Organizations  User Roles

Search People

Cancel Publish Unpublish

Publishing 1o 0 Tag(s), 0 Person, 0 Role(s), and 1 Organization(s) |
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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.

* o New Course
N urse
N egistrat

General | Related Classes

Class Schedule
@ single-day Class

Start Date

01/16/2025

Oceurs once on Jan 16 2025 at 02:00 PM - 05:00 PM

Pricing & Registration Detalls

Participants  Registration & Pricing

O On-demand Class

Accounting Detals

Start Time.

Allow registrants with “Pending” status to count toward total registrations

End Time

Registration Limit

[

Registration Start on

12/23/2024 =]

Default Price for All

$0.00

End Date End Time

Default Registration Workflow

©

Qverview
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Confirm/Update User Information
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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.

* o New Course v

Mew Class Course

NotSetup @ Registration Not Setup | Participation 0/ 0

Tagls)

Class Detail

Fescription )
© o Pugepn v AvEBvY B T U S|iZvizv == Alv Av Sy EvEvEY QO — X X @

irure dolor in reprehenderit in voluptate velit esse cillum dolore eu fugiat nulla pariatur

Upload Document Upload PDF Browse

iClass Type *

Basic Membership »

fconfirmation Email Details

o o Pugash v AvBvY B I U S|(Svizv=EAlYAYEBRVE-E — X x @
The class will be held at [Venue Name] located at [Venue Address]. If attending virtually, you will receive a link to join via [Online Platform] closer to the class date

[Reservation Code] or visit [Reservation Link]. The reservation deadline is [Deadline Date], sa be sure ta hook your stay early. Check-in begins at [Check-in Time], and check-out is by [Check-out Time]

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Sed do eiusmod tempor incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco laboris nisi ut aliquip ex ea commode consequat. Duis aute

For your convenience, we have arranged 2 block of rooms at [Hotel Name), located at [Hotel Address]. The nightly room rate is [Room Ratel, which includes [specific amenities, if applicable]. To secure this rate, please use the reservation code

STEP 10
Scroll down and toggle on In-Person Class and location details

* o New Course .
New Class. .

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

Tags):

r
Class Format

@ in-person Class Online Class
Class Location & Address:
Venue:
Select Venue ~
Room:

Select Room v
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STEP 11

Or toggle on Online Class and add login details

* o New Course
New Class Course

Mot Setup @ Registration Not Setup | Participation 0/ 0

=aE

Tag(sk = +
Class Format
In-person Class & ) online Class
How 1o login

Online Class Capacity

Link to access Class

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.

*o New Course
Ne cCoute

Not § @ Registration Not Setup | Participation 0/0
Tag(s)
Select Contact Pers ) Ents ge h
diana x
& Select All 1 Record Found
& () Diana Prince

Contacts l 7 Select Contact(s)
(7 )
Diana Prince

Position: Administration

Department: Administration

LEUTVER 0 Select Instructors

No Class Instructor selected.
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STEP 13

Once finished, select Save
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Sed do eiusmod tempor incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco labori
{olore eu fugiat nulla pariatur.

Browse
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