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EagleSync Tutorial - How to Create a
Departmental Group

1 Within EagleSync, click "Groups" on the top tool bar.
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2 Click "+All Groups"

3 Click "Promote new Department/Program"
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4 Fill out the required information.

Under Officers, select "Department Staff" and then choose the person you want to
assign as an Officer of this group. Officers will be able to create events and check
in attendees.
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5 Click "Lookup users by name or email. Select users. Required. Start typing and
wait for suggestions."

At the bottom click "Next"

After you have submitted your Group Registration, Student Engagement will
receive your request in the workflow and approve it. Then it will go to IT in order
to connect your account with 25 Live.


