
EA Directions- Managing Participant Registrations 

1. Log in to the training calendar 

 www.kyt2.com 

 Click on Admin (Login for administrators) 

 Sign in 

 

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). 

http://www.kyt2.com/
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4. If you click of Edit/View you can view or edit an employee’s information such as job title, email, 

etc.  

5. 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.  

6. 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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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. 

 Click on the employees you want to add the class to. 
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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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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.   


