EA Directions- Managing Participant Registrations

1. Loginto the training calendar
e  www.kyt2.com
o Click on Admin (Login for administrators)
e Signin
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2. Click on Manage Group
3. Once you click on Manage Group, you will be able to see everyone in your organization (in
alphabetical order).
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Adams, John
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Allen, James
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Amburgey, Danny
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Amburgy, James
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Email

cathy dye@ky.gov

cathy dye@ky.gov
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cathy dye@ky.gov
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james amburgey@ky gov
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If you click of Edit/View you can view or edit an employee’s information such as job title, email,

etc.

If you click on Print you can print the employees transcript to see what classes they have taken
and what they are currently registered for.

To register an employee for a class click on the button on the left hand side that says

“Calendar”. You will be redirected to the training calendar page. From there you can scroll
through what classes we are currently offering.
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Program
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7. When you find the class you need, click on it, add it to cart.
8. Once you have added the class to your cart, click on Shopping Cart (left side tab) and checkout.
e C(Click on the employees you want to add the class to.
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Course Date Fee
Search Q
Pesticide Continuing Education Wednesday, October 16 Registration Fee 110.00
10/16/19 2019
Calendar =
Shopping Cart w Select Contacts
7] Dorla Menette May
Update Details 1 @ Eddie Combs
O Paul Montgomery
Current Schedule —4
O Greg Hampton
History i ] Joshua Blackbumn
] Jordon Pratt
Credits G] O Eric Hamilton
O Charles Harris
Manage Group K
] Shawn Chapman
Sign off G ] Marvin Taylor
] Stevie Slone

9. Click checkout.

10. The next screen illustrates your information; this is because you are the one “purchasing” the
class for the employees. Here you can change any information for yourself or the address of
your organization. If everything is OK as is, click Agree at the bottom of the page and then Next.

11. The next screen wants to know how to bill you. Then hit Submit.
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2 megan.perrin@uky.edu
Back To Shopping Cart

Payment
usD
Registration Total 200.00
Amount Payable 200.00
Payment Method
@® Bill Me

O Purchase Order

© Online credit card payment

Terms, Conditions & Privacy '.h.

12. You have added that class to those individuals.
13. You will receive a generic email telling you that you are registered for the course.



