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STEP 1

Click on My Area

STEP 2

Click on Registrations

2 of 14

https://customeronboarding.engagifii.com/


STEP 3

Click on All Registrations

STEP 4

Select the Registration ID or Group ID for the registration you wish to modify
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STEP 5

Click on 3 dots at the top right of the page

STEP 6

Click on Modify Registration
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STEP 7

Select the correct circle for if a modi8cation fee is charged

STEP 9

Click on Proceed

5 of 14



STEP v

The e,ent registration page opens upx click on ne0t to modify the registration

STEP 1U

(ncheck the participant)s. you wish to remo,eN bote the Vlue Var at the
 Vottom keeping track of your modi8cationsN
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STEP 11

Check the participant)s. you wish to add

STEP 12

Click on be0t when 8nished making changes
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STEP 13

Click on be0t to ,erify user information

STEP 14

Berify in the new window the changes you ha,e madex green for additionsx
 red for remo,als
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STEP 15

Click on the acknowledgement and then click be0t

STEP 16

bew screen shows the changes for the new registration details 
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STEP 17

Scroll down to select who will Ve noti8ed of these changes or add additional
 noti8cation people 

STEP 19

Type in Oilling zrganiLation and select from dropdown
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STEP 1v

Select the organiLation 

STEP 2U

Select Oill them to Pay Fater or Oill bow
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STEP 21

Re,iew Detailed :inancial Impact

STEP 22

Click on be0t
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STEP 23

And ,iew updated registration modi8cation details 
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