Radius Implementation 
The following list will help us gather the information required to start building the modules in Radius and set it up for the Course.
General aspects

1. The day or tentative day when Radius will be launched to start registrations. This will be our deadline – 


Communications
2. Email templates. We can start with pre-defined standard templates. However, we will need the information that will go in the body of the email, including the signature and/or name of person or department that sends the email. I will need the information to set up the following types of emails: ​
· Registration email confirmation (when the person registers for a course and then gets an email) - 
· Payment acknowledgement (an email indicating that the payment has been made) - 
· Account email creation confirmation (an email sent from Radius to confirm the creation of an account to grant the prospect access to fill out the registration form) -

Example:
Dear first name or Last name (or both)
Thank you for….
….
…
Sincerely,
Department of xxx.
 


Course Information – Registrations and Payments

3. Registration form
 
· Full name of the course (as seen from your website). - 
 
· Date of registration opening - 
 
· Date of registration closure (last day that you will accept registrations). – 
· Course start date. – 
 
· Course end date –
 
· Requirements to register to the course (if any) OR text with recommendations to register. – 

· Capacity (how many students will be allowed to register)? – -
 

· Consent notice (usually a text and in the end a checkbox to agree with terms or with the information). 
Example:
“I acknowledge that I give permission to FAU to use and store my personal data as well as to send emails with marketing and program evaluation purposes.”
 
· Price of the course and methods of payment. Note that online payment is the only one that automates the process and updates a status in a registration. If another payment method is used, example “checks”, then we will have to create a workflow to manually update registrations in Radius, send confirmation email and send a receipt to prospect upon receiving physical check. – 
 
· Registration form fields. Example: 

· first name, 

· last name,

·  email,

·  phone,

· Type of job and license number 
                                                    See following example:
 

 
 As we advance through the design and test phases, we can go back and add/modify/delete some items until you are comfortable with the final product.
