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1. From the Job Seekers Record 
click Utility menu. 

2. Choose Workshops from the 
menu. 
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3. Locate the Workshop you wish 
to enroll the customer in. 
You can do this by searching 
using one or more of the 
following: 

a. Workshop Name 

b. Presenter 

c. Category 

d. Office 

e. Status-Always will be 
open. 

f. Date(s)  

4. Click Search button 
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5. Once the Search button is 
click Toolbox will run a 
query on your search criteria 
and return the results. 

6. Click on the Occurrence you 
wish to enroll the customer 
into. 

7. Click Attendees button 
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8. Click Add button 
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9. After Add is pressed system 
populates the below fields: 

a. Client ID 

b. Name 

c. Referred By 

10. Click Save button 
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11. After Save system will return 
you to the Workshop 
Scheduling Module 

12. Ref field has increased by 1 

 

This completes scheduling a 
customer for a workshop. 
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