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STEP 1

Click on Accreditation

= Library >
The XSBA Team
$ Revenue >
2 Legislation >
4 Events >
[ Accreditation >

£ Settings and Configuration >
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https://xsba.engagifii.com/pages/home
https://xsba.engagifii.com/

STEP 2

Click on Courses

Email Marketing Fundamentals

Legislation > .
7. Leg : * ° Email Marketing Fundamentals
27 FEB 2024 at 4:00 PM - 7:00 PM
4 Events >
Scaling and Growth Strategies
s Accreditation v .
& : * e Scaling and Growth Strategies
15 FEB 2024 at 4:00 PM - 8:00 PM
¥  Awards
= Courses : * o Climate Change Mitigation and Ad:
17 JAN 2024 at 5:00 PM - 8:00 PM
@ Classes
Sustainable Transportation and Url
° Venues : * o Sustainable Transportation and Url
31 JAN 2024 at 3:00 PM - 5:00 PM
B Rooms
_ Interplanetary War Crimes
: * o TEST CLASS 1
# Settings and Configuration > 28 NOV 2022 at 3:00 PM - 4:00 PM

STEP 3

Choose the course you would like to add a class for.

e

* o Circular Economy and Waste Reduction Strategies Professional

: * o Sustainable Resource Management and Conservation  Professional
H * o Scaling and Growth Strategies Professional
: i o [ Market Research and Competitive Analvis] Professional

« <-2 3 4 5 6 7

Copyright © 2023 ENGAGIFII Inc. - All Rights Reserved. | Privacy Policy
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STEP 4

Click on Classes

U & Member Participation Metrics [ Class Pr

on > a0
>
N General Classes Participants Documents
I

, Classes

Course Details

Course Type * Professional
e Course Metrics

STEP 5
Click on Add a Class

> \‘?' 0

>

> General  Classes  Participants  Documents

’ Classes | [} Add a Class |

>

Favorite  Classes Duration Class Ty
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STEP 6

Click on Select a Class Type

- - O
g & Member Participation Met

>

&0 o

S

rics. [ Class Progress Metrics

lips >
Classes
:ation >
> Course *
Instructor(s) [EFRERRLE
Market Research and Competitive Analysis -
>
Class Type *
1 >
[ Select a Class Type ~ ]
>
Class Name *
ion ~ .
Market Research and Competitive Analysis
ds ® o
Single-day Class 0On-demand Class
ies
es Start Date Start Time End Time
10/23/2023 4 27 PM S P27 PM~
es
18 Occurs once on Oct 23 2023 at 04:27 PM - 05:27 PM
.
Click on Select Class Type...
, .
= * Market Research and Competitive Analysis Credit Types ¥ < x
ba P y: ¥ i
& Member Participation Metrics B8 Class Progress Metrics
EE Relationships >
Classes ~
£4 Communication >
.
8 Library ’ i instructor(s) Bl
Market Research and Competitive Analysis -
S Revenue H
*
. Legislation > WS
Professional v
§ tvents s 9 Instructor(s)
Select Class Type
[t Accreditation v Type to fifter.. a
P— © Core Class
O Orientation
™ Courses © General
© Classes @ Professional End Time
O Ethics 27 PMv 27 PM~
Q venues
A Ben s
B Rooms Oceurs once on Oct 23 2023 at 04:27 PM - 0527 PM
o Class Tag | 4
©F Settings and Configuration >
Class
Favorite  Classes Duration Class Type ey MStTUCtors  Attendees Status

CreditHours  Tags Q

V.

& Engagifii
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STEP 8

Set the date and time of the class.

Market Research and Competitive Analysis

®
> Single-day Class
? Start Date
v 10/23/2023

Occurs once on Oct 23 2023 at 04:27 PM - 05:27 PM

Class Tag | 4

STEP 9

Set the time of the class

O
gle-day Class On-demand Class

:art Date Start Time

01/12/2024 3 : PM v

's once on Jan 12 2024 at 03:27 PM - 05:27 PM
Tag | 4+

& Engagifii

On-demand Class

Start Time

27

End Time

PMv

27

6 of 35



STEP 10

Click on Select Instructor(s)

Instructor(s) [ § Select Instructor(s) ]

A
@ Instructor(s)

STEP 11

Click on Save

= -

Status Credit Hours Tags

& Engagifii 7 of 35



STEP 12

Open the class up.

Favorite Classes Duration

STEP 13
Click on Edit

Credit Types g6 X

& Register

Registration Not Setup

& Engagifil 8 of 35



STEP 14

Check This class requires registration

01/12/2024 3 - 00
slation
Occurs once on Jan 12 2024 at 03:00 PM - 05:00 PM
ts
editation
Pricing & Registration Details
Awards
[( ) This class requires reglstration]
el ( Allow registrants with "Pending" status to count toward total registre
Classes Registration Limit
Venues 0
Rooms Registration Start on Start Time
10/23/2023 5553 00 :| 00 AM v~
STEP 15
Add a registration limit
ilation > ( ) This class requires registration
ts > I Allow registrants with "Pending" status to
Registration Limit ()
editation v ——
‘ 150 ’
Awards
Registration Start on Stal
Classes Default Price for All

& Engagifii

$0.00
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STEP 16

Set your registration period

slation > @ ) This class requires registration
ts > Allow registrants with "Pending" status to count toward total registrat

Registration Limit

editation v

‘ 150 ‘
Awards

Registration Start on Start Time
Courses 10/23/2023 i) 00 : 00 AM ~
Classes Default Price for All

$0.00

Venues
Rooms

Class Detail

v

ngs and Configuration

STEP 17

Set your registration period

Xba * o Market Research and Competitive Analysis . CreditTypes| g6 X

Ea Market Research and Competitive Analysis .
o] My Area® » ul e 2 Save .

NotSetup @ Registration Not Setup | [ Participation 0./0
£2 Relationships »

Tag(s): | +
£ Communicatian »
Occurs once on Jan 122024 at 03:00 PM - 05:00 PM
B Library »
§ Revenue N Pricing & Registration Details
A Legislation » @ ) This class requires registration
4 Events N Allow registrants with *Pending” status to count toward total registrations
& e Registration Limit
150
®  Award
pards Registration Start on Start Time End Date End Time
= Courses 10/23/2023 0 00 AM~ MM/DD/YYYY i} 00 : 00 AM~
@ Classes < October 2023 >
Q venues Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 s & 7
H Rooms

8 9 m 112 13 4

15 16 17 18 19 20 21
o Settings and Configuration

29 30 3
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STEP 18

Set your registration period

ba * o Market Research and Competitive Analysis v Credit Types|  §§ x
a1 My Area® 5 Market Research and Competitive Analysis = save

NotSetup | @ Registration Not Setup [ Participation 0/ 0

2 Relationships »

Tag(s): | +
£ Communication »
Oceurs once on Jan 122024 al 03:00 PM - 0500 PM
@ Library »
$ Revenue > Pricing & Registration Details
A Legislation » @ ) This class requires registration
§ Events » Allow registrants with “Pending" status to count toward total registrations
& Satto Registration Limit (O
Accreditation v
150
®  Award
anss Registration Start on Start Time End Date End Time
= Courses 11/01/2023 9 . 00 AM MM/DDAYYYY ] o0 ;00 AM
@ Classes Default Price for All < October 2023 >
So.00
Q Venues Sun Mon Tue Wed Thu
1 2 3 4 5 6 7
H rooms
o & 9 10 M 12 13 14
& s Jciahpurtian Class Detail 1 16 17 18 19 20 2
ettings and Configuration
22 23 24 25 26 27 28
Description
29 30 n
4 c¢* Paragraph v~ AvRA~v B I U & x* x sy @Bvy@v@my @ — | @

STEP 19

Choose your class format

Class Format *

In-person Class Online Class

Class Location & Address:

Venue: *

Room: *

& Engagifii 11 of 35



STEP 20

Add joining instruction if an online class

TBD

No Contact Person selected. ﬂ

STEP 21
Add the meeting link

TBD

-
w
(=]

—_—
%
2
<
—

No Contact Person selected. @

& Engagifii 12 of 35



STEP 22
Click on Custom URL

‘ 150

Select

[& Custom URL ]

£, TalentLMS 3

No Contact Person selected.

STEP 23
Add the meeting link

TBD

150

TH ><|

No Contact Person selected. o

& Engagifii 13 of 35



STEP 24

Click on Save

Credit Types ¥ X

I

STEP 25
Click on Registration & Pricing

Setup @ Registration Scheduled {& Participation0/0

20

Related Classes Participants  |Registration & Pricing] Accounting Details

iedule

nce on Jan 12 2024 at 03:00 PM - 05:00 PM

& Engagifi 14 of 35



STEP 26
Click on Edit

9 Crescerance Admin v

Credit Types T X
==

Registration begins at
11/01/2023 09:00 AM

STEP 27

| would like to set special pricing for members so | am searching for the
"member" person type.

Setup @ Registration Scheduled | g Participation 0/ 0

Tag(s): |+

General  Related Classes  Participants  Registration & Pricing  Accounting Details

o Organize pricing groups with the highest priority (most specific) pricing group at the top of the list. If a person is a member of more than one pricing group, the group with the highest
priority (i.e. highest in the list) is applied.

Who would you like to add custom price configuration for ?

(= )

0 People (0 Records) 3 Disable/Enable Actions

° Tags (0 Records) >

@ Organizations (0 Records) »

@ Person Types (0 Records) »

o Groups (0 Records) > \ J—|_| o

& Engagifii 15 of 35



STEP 28

| would like to set special pricing for members so | am searching for the

"member" person type.

) People (1 Record) 5 People Registration & Pricing
> Tags (0 Records) >
D Organizations (0 Records) » o 7
B Person Types (2 Records) » 2 Rect
Type to search...
) Groups (3 Records) > MEMBER ]
.
NON-MEMBER
3 Committees (0 Records) ‘
search for people, tags,
anizations, person types and 's Reserved. | Privacy Policy
ups, start typing atleast two
racters
STEP 29
Click on Manage
Registration & Pricing Disable/Enable

enes

& Engagifii

Manage . ¢
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STEP 30

| would like to set early and regular pricing for my members. | am labeling this
"Early Bird"

O 13 Default Price (O, =

(0]
Default Price is $0.00

Ni

Name Date Range

l Early Bird| J MM/DD/YYYY Select Time

@ Registration Workflow

@ Approval Workflow

STEP 31
Add your Early Bird range.

U T3 verauit Frice U L3 Frice vverriae

Override the default clz
Default Price is $0.00

New Price: | § 0

Name Date Range

‘ Early Bird ‘ | MM/DD/YYYY Select Time © - MM/DD/

@ Registration Workflow

@ Approval Workflow

& Engagifii 17 of 35



STEP 32
Add your Early Bird range.

Registration Settings for ) MEMBER

@ Price by Registration Type and Date Range

O 13 Default Price O 3 Price Override @® =Date-driven Price

Override the default class price Set date specific prices
E.g, Early Bird, Standard or Limited for a specific number
of people.

Defauit Price is §0.00
New Price: | § 0

Name Date Range Registrant Limit Price

Early Bird MM/DD/YYYY £ Select Time © - MM/DD/YYYY £ Select Time o s 1

Octobes 2023 >
(2) Registration
Sun
(3) Approval Wor

30 A

STEP 33
Add your Early Bird range.

U 14 Frice uverriae

Override the default class price

New Price:  § o

23 £ 9:00 AM (O] ‘l MM/DD/YYYY SelectTime @

& Engagifii

2

=bal

Set da
Eg,E
of pec

Regis'
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STEP 34

Be sure your times do not overlap

o =T CHILE UYEIIUE o/ ST DAlETUNIVELN IS

Override the default class price Set date specific prices

) E.g., Early Bird, Standard or Lim
New Price: | § o
of people.
Registrant Limit Price
® -| 11/15/2023 ’ { Select Time ® - $

STEP 35
Click on 9:00 AM

7:00 AM

7:30 AM

8:00 AM

& Engagifii 19 of 35



STEP 36
Type "25"

Set date specific prices
E.g., Early Bird, Standard or Limited for a specific number

of people.
Registrant Limit Price
9:00 AM () ” 25 2 ’] $ oo

STEP 37
Set your "Early Bird" price

Set date specific prices
E.g., Early Bird, Standard or Limited for a specific number

of people.
Registrant Limit Price
® 25 $ |/ $7d oo

& Engagifii 20 of 35



STEP 38

| would like to add the Regular Pricing so | am clicking here to add another
pricing rule.

valc \)PU\:HIL Pl vco

, Early Bird, Standard or Limited for a specific number

eople.

istrant Limit Price

5 INEYE o (©)

STEP 39
Type "Regular”

Ni
Name Date Range
Early Bird 11/01/2023 9:00 AM
ﬂ Regular ] MM/DD/YYYY Select Time
@ Registration Workflow
@ Approval Workflow
21 of 35
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STEP 40

Add range for regular pricing

STEP 41

Name

Date Range

Early Bird

‘ Regular

11/01/2023

@ Registration Workflow

@ Approval Workflow

Add range for regular pricing

& Engagifii

Registration Settings for 9 MEMBER

(1) Price by Registration Type and Date Range

O 13 Default Price O 3 Price Override

. Override the default class price
Defauit Price Is $0.00

Mew Price: § o

Name. Date Range

Early Bird 1/01/2023 8 9:00 AM o]

- | 111572023 B 5:00 AM

Regular MM/DD/YYYY (8 | SelectTme © - MM/OD/YYYY B  SelectTme ©

< October 2023 >
() Registration

Sun Mon Tue Wed Thu Fri Sat
(3) Approval Wor 1 7

8

22 23 24 25 26 27 28

0 3

New Price: | § o

9:00 AM (O]

‘ | MM/DD/YYYY E£3 SelectTime @

® = Date-driven Price
Set date specific prices

.9, Early Bird, Standard or Limited for a specific number
of peaple.

Registrant Limit

Cancel

11/15/2C

MM/DD/

22 of 35



STEP 42

Set your registration limit

O 13 Price Override @® Z2Z=Date-driven Price
Override the default class price Set date specific prices
. E.g., Early Bird, Standard or Limited for a specific number
New Price:  § o
of pecple.
Registrant Limit Price
2] 9:00 AM © - 11/15/2023 9:00 AM o] 25 & $75 o

9:30 AM © - 12/01/2023 o © ’ ee

STEP 43

Set your regular pricing

'rice Override @® 3=Date-driven Price
ride the default class price Set date specific prices
. E.g., Early Bird, Standard or Limited for a specific number
'Price: | § 0
of people.
Registrant Limit Price
- | 11/15/2023 9:00 AM @ 25 = $75 i}
- 12/01/2023 9:00 AM [0} 100 = $ 125 L+

Cancel

& Engagifii 23 of 35



STEP 44

Click on Save

Cancel

STEP 45

| would like to add special pricing for staff so | will use this search to find
"staff"

Setup @ Registration Scheduled | & Participation 0/ 0|

Tag(s): | +

General  Related Classes  Participants  Registration & Pricing  Accounting Details

o Organize pricing groups with the highest priority (most specific) pricing group at the top of the list. If a person is a member of more than one pricing group, the group with the highest
priority (i.e. highest in the list) is applied.

Whe would you like to add custom price configuration for ?

[ Type to add group, people, organizations, tags and person types ]

Pricing Groups People Registration & Pricing Disable/Enable Actions

lainetester benes
1 [N MEMBER 0 e e Manage « 8
60 more

Copyright ® 2023 ENGAGIFII Inc. - All Rights Reserved. | Privacy Policy
& Enga

> Chnannes
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STEP 46

| would like to add another pricing rule so i will click on Edit.

9 Crescerance Admin v

Credit Types T X
==

Registration begins at
11/01/2023 09:00 AM

STEP 47

| would like to add special pricing for staff so | will use this search to find
"staff"

Setup @ Registration Scheduled | g Participation 0/ 0

Tag(s): |+

General  Related Classes  Participants  Registration & Pricing  Accounting Details

o Organize pricing groups with the highest priority (most specific) pricing group at the top of the list. If a person is a member of more than one pricing group, the group with the highest
priority (i.e. highest in the list) is applied.

Who would you like to add custom price configuration for ?

(= )

0 People (0 Records) 3 Disable/Enable Actions

° Tags (0 Records) > — - - ¢

@ Organizations (0 Records) >

@ Person Types (0 Records) »

Ce s Reserved. | Privacy Policy
o Groups (0 Records) > \6_;; E ﬂ g 8
v

A
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STEP 48

| would like to add special pricing for staff so | will use this search to find
"staff"

’ Awards Who would you like to add custom price configuration for ?
¥ Courses staff
) Classes
n People (0 Records) >
) Venues
i Rooms ° Tags (0 Records) >

sttings and Configuration >

@ Organizations (0 Records) »

@ Person Types (1 Record) 3

Cc 's Reserved. | Privacy Policy
o Groups (1 Record) >

STEP 49
Click on STAFF

would you like to add custom price configuration for ?

) People (0 Records) 5 People Registration & Pricing
elainetester benes

> Tags (0 Records) > 0 60 more e Manage

D Organizations (0 Records) »

B Person Types (1 Record) » 1 Rect
Type to search...

, Groups (1 Record) > i STAFF J
-

& Engagifii 26 of 35



STEP 50

Click on Manage

Registration & Pricing Disable/Enable

enes e Manage &
Admin lo Manage (

£

STEP 51

| am setting the standard price for all staff the entire duration of registration.

ige

® 13 Price Override O

LA

Override the default class price

New Price:[ $15 ]

o m W

& Engagifii 27 of 35



STEP 52

Click on Save

STEP 53

| have a guest speaker named Cindy | would like to register but not have
to pay. | will set a pricing rule just for her by searching her name through
"people.”

Setup @ Registration Scheduled | g Participation 0 /0|

Tag(s): |+

General  Related Classes  Participants  Registration & Pricing  Acceunting Details

o Organize pricing groups with the highest priority (most specific) pricing group at the top of the list. If a person is a member of more than one pricing group, the group with the highest
priority (i.e. highest in the list) is applied.

Who would you like to add custom price configuration for ?

= )

0 People (0 Records) > Disable/Enable Actions

° Tags (0 Records) > - « ¢

Crescerance Admin
@ Organizations (0 Records) » 9 T more e Manage o« ']

@ Person Types (1 Record) >

Ce 's Reserved. | Privacy Polic
o Groups (1 Record) > l “ y @ E ﬂ g a @
C

ST

& Engagifil 28 of 35



STEP 54

| have a guest speaker named Cindy | would like to register but not have
to pay. | will set a pricing rule just for her by searching her name through
"people.”

‘Q’ Organize pricing groups with the highest priority (most specific) pricin
priority (i.e. highest in the list) is applied.

ccreditation v
’ Awards Who would you like to add custom price configuration for ?
¥ Courses cindy
) Classes
0 People (0 Records) >
) Venues
i Rooms O Tags (0 Records) >

sttings and Configuration >

@ Organizations (0 Records) »

@ Person Types (1 Record) >

STEP 55
Click on CINDY CARLTON...

would you like to add custom price configuration for ?

dy

) People (1 Record) > 1 Recc
Type to search..

>T@st%m®) , CINDY CARLTON

cindycf@yopmail.com

D Organizations (0 Records) » W 13 more === .

B Person Types (1 Record) »

's Reserved. | Privacy Policy
, Groups (1 Record) >
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STEP 56

Click on Manage

Registration & Pricing Disable/Enable

Jenes o Manage (
Admin o Manage (
[ON [o Manage (

STEP 57

Click on Save
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STEP 58

You can order the pricing rules to set seniority effect. Even if Cindy is a
member or staff, she won't have to pay because her pricing rule is at the
top of the list.

-3
Courses Type to add group, people, organizations,

! Classes
Pricing Groups

) Venues

1 o Person - CINDY CAR...
I Rooms 4
sttings and Configuration > w2 STAFF

2 3 n Member

STEP 59
Click on Save

0 Crescerance Admin v

Credit Types §e X

Save v
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STEP 60

Click on Manage

Accounting Details

Registration & Pricing Disable/Enal
y Carlton (Q Manage C
cerance Admin e
Manage o
e
etester benes o M
anage L
we

XSBA Registration and Pricing: Powered by En... 45teps (4
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STEP 61

Click on Manage

Registration & Pricing

Admin e Manage
enes e Manage

STEP 62

| have set her price to override to "0"

ige

® 13 Price Override

Override the default class price

New Price:l So ]

& Engagifii

Disable/Enable

O
e

o m
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STEP 63

Click on Save

Cancel

STEP 64

Click on Save

0 Crescerance Admin v

v Credit Types T X

oo |
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