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Objective: Adding/Changing Credit Eligibility in the Events Tab 
 
Scenario:    The Event you have previously Credited has changed from 1 Credit 
to 2 Credits and you want to change credit for the Event and Attendees. 
 
Step 1:  Click on the Events Tab. Enter the Event that you want to change 
Credit. (Fig. A)  
 

 
 
 

      Fig. A 
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Step 2:  Click on the Category to Highlight.  Click on Edit Hours.  Click on 2.00 
from the popup menu. (Fig. B) 
 

 
 

      Fig. B 
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Note:  This procedure applies only if ALL  Registrations have  been credited 
previously for the full amount of Credits.  If all Registrants are not credited, 
you may wish to “FLAG” the non-credited Registrants.  See: TIP Marking 
Registrations for Registrants with no Credit. 
 
Step 3:  Click on the Register Tab. Click on the Roster Tab.  Click on No Credit 
All.  CONFIRM REMOVE ALL CREDITS will pop up.  Click on YES.  (Fig. C) 
 
 

 
                 

Fig. C 
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Step 4:  Click on Credit All. (So all attendees will be awarded the full amount 
of Credit.)  (Fig. D) 
 
 

 
 

        Fig. D 
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Result:  People previously Credited with 1 credit at an Event now are Credited 
with 2.  To view, Click on the Register Tab. Click on the Printer Icon. Highlight 
Attendee List with Credit. Click on the Magnifying Glass Icon.  
(Fig. E) 
 
 

 
 

      Fig. E 
 
 
 
 
 


