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How to set up a course
This user guide will take you through the steps on how to set up a course.

1 On the left hand side menu you will see "Event Creation"

2 Expand the Event Creation tab, click "Create New Course"



Made with Scribe - https://scribehow.com 2

3 Click "Ok" if your payment system via Stripe is set up

4 Click "Course Listing and Event Registration" to set up details of the course
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5 Accept terms and conditions policy

6 Complete your event details, Type of course, cost, dates, times, registration
opening and closing times etc.
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7 Once you have entered all the details, click "NEXT"

8 Enter location details of your course venue and click "NEXT"
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9 Upload your course logo and enter a description for the course. (Eg.
pre-requisites, pre-course work etc.)

10 Upload an information pack on the course if available. This is accessible to all once
course goes live. The click "Submit"
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11 You will then be brought back to the Event Admin Panel. Your Course is now
pending approval. Here you will click "Event Creation" where you can approve.

12 In Event Creation, Click on "Pending Requests", you will see the course you have
just created
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13 On the right hand side, click "Action". Then "Approve"

14 Click "OK" to confirm course
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15 On the left hand side menu in event Creation, click on "Approved Courses", here
you will find your new course ready to go. Click on the course you have created.

16 Top right you will see a "Registration Link" and or a "Registration QR code" to copy
to your clipboard to use to advertise your course
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17 To check course sign ups, Go to "Event Admin", Click on your course, then Click
"Entries", this will bring up those registered for our course.


