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[bookmark: _Toc2056358][bookmark: _Toc471801350][bookmark: _Toc496777854]
EVENT MANAGEMENT

1. [bookmark: _Toc35955333]Setting the Scene
· The Signify System and its suites: HR, LMS, Performance Management.
· The LMS and its components.
· What Event Management is used for.
· How it is different compared to the Pathway module.

2. [bookmark: _Toc471801351][bookmark: _Toc496777855][bookmark: _Toc35955334]Book on Your First Course
WHY:  A course was made available and the learners are invited to apply for a booking.
After logging in, experiment with the following in order to locate the appropriate open event/course.
1. Locate and click the LMS Portal menu on the side.
2. Look for the tab BOOK A COURSE and click it.
3. In the ALL COURSES section, decide if you would like to see the Month, Week, or Month List layout.
4. Locate the course and click on it to open the course’s Event Detail information screen.
5. Carefully read through all the information on the screen.
· Check if additional documents are loaded e.g. maps, brochures etc.
· Check the price of the course.
· Check the content and starting time of each training day on the course.
· Check the venue.
· Check the terms and conditions.
6. Click [image: ]to open the Event Booking screen.
· Indicate your dietary requirements.
· Accept the terms and conditions.
7. Click [image: ] and wait for the course confirmation reference number.

3. [bookmark: _Toc471801352][bookmark: _Toc496777856][bookmark: _Toc35955335]Two Types of Events
WHY:  Having a basic understanding of the following topics is essential to effectively using the module.
1. Optional: Discuss the event management process flow using a swim lanes diagram.
2. Understand the difference between the following types of events:
	CLOSED EVENTS
E.g. Induction, which employees must attend
	PUBLIC/OPEN EVENTS
E.g. MS Excel, which employees can choose to attend

	The event is not published/made visible to the company.
	The event is published/made visible to the company.

	The event is not visible on the course menu.
	The event is visible on the course menu.

	Employees cannot book themselves or be booked by their managers.
	Employees can book themselves or be booked by their managers.

	No manager approval is required to book an employee.
	Manager approval is required if an employee books himself.
· If approved, the attendee must be booked by the coordinator.

	Coordinator retains full control in nominating, booking and/or declining attendees.  
· Delegates are loaded by the coordinator only.
· Delegates can be loaded as nominations or direct bookings.
	Coordinator can nominate, book and/or decline attendees.



4. [bookmark: _Toc471801353][bookmark: _Toc496777857][bookmark: _Toc35955336]Get a Good Understanding of the Event List Page
WHY:  This page is the command centre for all courses and must be understood very well.
3. To be discussed as a group.

[bookmark: _Toc471801354]Schedule a Closed Event (±09:00 – 12:00)
(An event that is NOT published and on which the event coordinator loads all attendees directly)
5. [bookmark: _Toc471801355][bookmark: _Toc496777858][bookmark: _Toc35955337]Information You Need to Schedule a Closed Event
WHY:  While a training coordinator is setting up a course, he/she needs the following details about the course before starting.

	INFO NEEDED
	INFO TO BE USED FOR TODAY’S COURSE

	The name of the course (identical to the name of the training intervention)
	Induction (Closed)

	The date(s) the course is to be presented on
	Select your own dates and write them down

	Venue
	Select an appropriate venue from the library.

	The maximum number of people that could possibly attend
	For this exercise let’s make it 10 people.

	A categorisation of the course in terms of:
· Classification
· Category
· Region in which it will be presented
· The Course Type
	Select appropriate values from the library.






6. [bookmark: _Toc471801356][bookmark: _Toc496777859][bookmark: _Toc35955338]Create the Closed Course
WHY:  A closed course is to be created using the information given above. This event will NOT be published.  You were given the names of several people who will be nominated and booked on the course.  In other words, they will not be booking themselves – you will be doing everything for the event.
WHERE: From the system portal, click System Administration from the Administration menu.  Then select Modules | Training Scheduling | Administration | Manage Training.
4. From the system portal, click System Administration from the Administration menu.  Then from the HOME page, locate Modules | Training Scheduling | Administration | Manage Training to open the Event List page.
5. Make sure the course does not already exist by scanning all the folders / searching for the event etc.
6. To create a new event, click [image: ].
· Certain fields will be populated automatically.
· Note the existence of several inactive tabs at the top of the page.  These will become active once the new course is saved.
7. Populate the following fields on the screen:
· Set the Status field to Not Yet Published. (This will remain as is since the event is not going to be published)
· Select the INDUCTION (Closed) from the Training Intervention library by using [image: ].
· Specify the Start and End Dates (by using [image: ]) as well as the Start and End Times.
· Select an appropriate venue.
· Provide the Minimum and Maximum number of attendees allowed. Set the Wait list to 0.
· Select appropriate values for Classification, Category, Region and Course Type from the lookups.
8. Click [image: ].
9. Record the following details of your course:


	Write down the course reference number – found at the top of the page in the SmartNav field
	

	Write down the Event Status
(Determines into which folder the course will be placed on the course control panel)
	



10. Note the following that has happened to your course:
· The previously inactive tabs at the top of the screen have now become active.
· The Start Date/Time and End Date/Time have become inactive. 

7. [bookmark: _Toc471801357][bookmark: _Toc496777860][bookmark: _Toc35955339]Check/Change the Dates of a Course
WHY:  A course’s dates can be changed on the Schedule tab
WHERE: From the system portal, click System Administration from the Administration menu.  Then select Modules | Training Scheduling | Administration | Manage Training and open your closed event and go to the Schedule tab.
11. In your course, locate and click the Schedule tab.
12. Verify that the originally provided dates are there and they have been converted into separate records, one per day.  This is where course date changes will be made in future.
13. You can do the following on this page:
· Click a date record to make changes to it e.g. to change the date, provide the course content for this day etc.
· Click ADD to add a new day to your course schedule.
· Select and DELETE a day.
· Click RE-SCHEDULE to delete all the existing days and provide new ones.
[bookmark: _Toc471801358]

8. [bookmark: _Toc496777861][bookmark: _Toc35955340]Booking Warnings & Double Bookings (Read Only)
WHY:  When loading attendees on either of steps 1 or 2, note that the system performs a few checks on each attendee.  These are warnings only and the person can still be booked.
WHERE: From the system portal, click System Administration from the Administration menu.  Then select Modules | Training Scheduling | Administration | Manage Training and open your closed event and go to the Attendance tab. 
14. When adding an employee, the system checks the following for each person and displays a status/warning message having these items:
· On the employee’s personnel record, an iNote is shown indicating if the person is or has also been scheduled on another course in a 14-day vicinity of the current course.
· Once selected, the person’s records are also checked for:
i. Whether the person is or has also been scheduled on another course in a 14-day vicinity of the current course.
ii. Learner records already saved for this person that could indicate that a similar course was already done.
iii. Other/similar courses the person is booked on for the rest of the year that could indicate a course double-booking.
15. When doing the following three sections, look out for these warnings.

9. [bookmark: _Toc471801359][bookmark: _Toc496777862][bookmark: _Toc35955341]Add Actual Attendees to a Course (e.g. people who have been pre-approved to go on the course)
WHY:  Suppose you have received a list with the names of identified (i.e. confirmed) attendees. For all intents and purposes, they MUST attend the course.  These people can be loaded onto Step 2 which will immediately give them BOOKED status.  You are therefore skipping step 1 for these people.
WHERE: From the system portal, click System Administration from the Administration menu.  Then select Modules | Training Scheduling | Administration | Manage Training and open your closed event and go to the Attendance tab.
16. In your course, locate and click the Attendance tab.
17. Note that this tab has additional buttons of which 3 are shown as steps.
[image: ]

18. Since the people whose names you have can be loaded as booked attendees (because they have already been confirmed by their managers) you don’t need to go through the process of loading them as booking requests first and then booking them – you can load them as BOOKED attendees directly.
19. Click Step 2 (Attendees).
20. Click [image: ] to open the personnel database and select the appropriate person from the database. Only select 1 or 2 two people that are with you on the course TODAY.
21. Note that employees already linked to this event have bold green tick marks against their names.
22. Select the applicable employee, specify the appropriate booking type and click [image: ] to add the employee to the list of approved bookings.
23. Repeat these steps for all your attending employees.
24. Note the following that happens when an attendee is loaded onto Step 2.
· The attendee’s Attendance Type is immediately set to Booked.
· The number of attendees is shown in the Step button’s heading.
· A course booking email is sent to the attendee, confirming his booking on the course.
25. Attempt the following on Step 2:
· Select the applicable attendees by ticking their Select check boxes.
· Cancel/Decline an attendee from the course. (Note that the cancelled attendee will be sent another course email informing him of his cancellation)
· Open the available reports and audit trail documents.
26. Click Back to return to the Event Detail tab.


10. [bookmark: _Ref317344284][bookmark: _Toc471801360][bookmark: _Toc496777863][bookmark: _Hlk2233546][bookmark: _Toc35955342]Add Nominations to a Course (i.e. people who might go on the course but need to be confirmed)
WHY:  See below
WHERE: From the system portal, click System Administration from the Administration menu.  Then select Modules | Training Scheduling | Administration | Manage Training and open your closed event and go to the Attendance tab.
27. Note the reason for using this step:   You received a list with the names of prospective (i.e. planned) attendees which we will load onto Step 1.  Their managers have approved their coming onto the course – you just must load them and make sure they receive email notifications.  Since we are not entirely sure if they are going to attend, you can load them on Step 1 which will assign a BOOKING REQUEST status to them.  They can later be booked if their coming is confirmed.
28. Return to Manage Events/Training and locate your event from the list.
29. Open your course, locate and click the Attendance tab.
30. Note that this tab has 4 additional buttons of which 3 are shown as steps.
[image: ]
31. Note that this tab has 4 additional buttons of which 3 are shown as steps.  Click Step 1 (Request).
32. Click [image: ] to open the personnel database and select the appropriate person from the database.  Only select 1 or 2 two people that are with you on the course TODAY.
33. Note that employees already linked to this event have bold green tick marks against their names.
34. Search for and select the applicable employee and click [image: ] to add the employee to the list of booking REQUESTS/Nominations.  Note how the selected employee’s check box has changed to an [image: ].
35. Repeat these steps for all your booking requests.
36. Ensure that you have also booked your own user on this event.
37. Note the following that happens when an attendee is loaded onto Step 1.
· The attendee’s Booking Type is immediately set to Request.
· The number of attendees is shown in the Step button’s heading.
· A course booking request email is sent to the attendee, confirming his booking request on the course.
38. Attempt the following on Step 1: (Most actions work by first selecting an employee!)
· Cancel (DECLINE) a booking request from the course.  (Note that the cancelled employee will be sent another course email informing him of the decline)
· Open the available reports using the buttons on the page.
39. Click Back to return to the Event Detail tab.

11. [bookmark: _Toc471801361][bookmark: _Toc496777864][bookmark: _Toc35955343]Approve Nominations (In order to Book Them)
WHY:  You have loaded a number of employees as booking requests which means they are NOT booked yet.  Once their coming is confirmed you must approve them to create actual bookings for them.
WHERE: From the system portal, click System Administration from the Administration menu.  Then select Modules | Training Scheduling | Administration | Manage Training and open your closed event and go to the Attendance tab.
40. Open your closed course from the Event List page.
41. Open the Attendance tab.
42. Click Step 1.
43. Select any number of booking request records.  (If no booking requests are available for some reason, click Add Employee and add any person from the database.)
44. Locate and click the Approve button.
45. This action will approve and book the attendee(s) in one step and transfer the attendee to Steps 2 and 3.
46. Click to open step 2 and locate your attendees(s) – actual booked people.

12. [bookmark: _Toc471801363][bookmark: _Toc496777865][bookmark: _Toc35955344]Communicate with Your Attendees and Check Their Emails
WHY:  The system sends out email notifications at different stages during the booking process e.g. when a prospective attendee requests a booking, when his manager approves his booking request etc.  Sometimes you need to do additional communication with your attendees.  This is addressed here.
WHERE: From the system portal, click System Administration from the Administration menu.  Then select Modules | Training Scheduling | Administration | Manage Training and open your closed event and go to the Attendance tab. Use either step 1 or 2.
47. Open your course from the Event List page.
48. Open the Attendance tab and go to step 2.
49. Select the attendees with whom you’d like to communicate by ticking their Select check boxes:
· Click the Confirm button to send a course confirmation message to the selected attendees.
· From the Notification Extended Options dropdown, select Send Notification to resend the original course booking message.
· From the Notification Extended Options dropdown, select Send Event Update to send a message notifying the attendees that some detail (venue, date etc) of the course has changed.
· From the Notification Extended Options dropdown, select View Notification Report to see a report of all email messages sent out to all course attendees. Close the report.
50. Click View Report to see a report of all attendees.

13. [bookmark: _Toc471801364][bookmark: _Toc496777866][bookmark: _Toc35955345]Decline/Cancel an Attendee’s Booking
WHY:  The following steps are followed when an attendee needs to be removed from a course for whatever reason.
WHERE: From the system portal, click System Administration from the Administration menu.  Then select Modules | Training Scheduling | Administration | Manage Training and open your closed event and go to the Attendance Tab. Use step 2.
51. Open your course from the Event List page.
52. Open the Attendance tab and go to step 2 (or step 1 if the person hasn’t been booked yet).
53. Locate and select the person’s record.
54. Click Decline Booking.  The person’s booking record will be removed and he will receive an email notification.

14. [bookmark: _Toc471801365][bookmark: _Toc496777867][bookmark: _Toc35955346]Cancel an Entire Event
WHY:  The following steps are followed when not just one attendee is cancelled but the whole event.
WHERE: From the system portal, click System Administration from the Administration menu.  Then select Modules | Training Scheduling | Administration | Manage Training and open your closed event. Go to the Event Detail tab. 
55. Open your course from the Event List page.
56. Open the Event Detail tab.
57. Locate (but do not click) the Cancel Event button.
58. When this button is clicked the following actions are automatically performed:
· All attendees will stay on the course.
· All attendees will receive an email notification informing them that the event has been cancelled.
· The event’s status will be changed to Cancelled Event and it will be moved to the Cancelled Events folder.
· The event can at any staged be re-Confirmed and used again.

15. [bookmark: _Toc471801366][bookmark: _Toc496777868][bookmark: _Toc35955347]Before the Course Takes Place, Print an Attendance Register
WHY:  Step 3 is used to print the physical attendance register before a course takes placed and after the course to also complete the electronic version thereof.  
WHERE: From the system portal, click System Administration from the Administration menu.  Then select Modules | Training Scheduling | Administration | Manage Training and open your closed event and go to the Attendance tab. Use step 3.
59. Click Step 3 (Attendance Register).
60. Note the following on this step:
· The same employees added on Step 2 are also visible here but with different functionalities added to the screen.
· Employees added onto step 2 cannot be deleted or removed on step 3.  (If an attendee cancels at this stage, he must be removed from step 2 where he was added.)
61. Locate the Attendance Register Printing Options section and print a version or 2 of the Attendance Register, playing around with the options available.
62. Try some of the other reports.

16. [bookmark: _Toc471801367][bookmark: _Toc496777869][bookmark: _Toc35955348]Finalise the Electronic Attendance Register on Step 3 
WHY:  Once the course has taken place and you have received back a completed and signed copy of the attendance register, the system must be updated with the actual attendance in order to create a learner record for each attendee. 
WHERE: From the system portal, click System Administration from the Administration menu.  Then select Modules | Training Scheduling | Administration | Manage Training and open your closed event and go to the Attendance Tab. Use step 3.
63. Imagine you are sitting with a completed and signed copy of an actual attendance register in front of you.
64. Click Step 3 (Attendance Register).
65. For EACH attendee do the following on his record:
· Select his record by ticking the Select check box.
· Tick his Log to learner record check box.
· Indicate if the employee attended, his score if applicable, if he was found competent etc
66. Once done, click [image: ].
67. The attendee’s record has been saved to the Learner Records. 
68. Click the Attendee Report button to see how all the information just fed into the attendance register can be printed for record purposes.
69.  If needed you can find the saved learner record for each attendee under Manage Employees | Employee Development | Learner Records)

17. [bookmark: _Toc471801368][bookmark: _Toc496777870][bookmark: _Toc35955349]Finalise the Course
WHY:  The course took place, the attendance register has been updated and the learner records have been created.  Now it is time to mark the course as Finalised. 
WHERE: From the system portal, click System Administration from the Administration menu.  Then select Modules | Training Scheduling | Administration | Manage Training and open your closed event. Go to the Event Detail tab. 
70. On your course return to the Event Details tab.
71. Locate and click the Finalise button.
72. This action will change the course’s Event Status to Finalised. This action does not close or archive the course, it only moves it to the Finalised folder where it is out of the way and visually archived.

18. [bookmark: _Ref317344301][bookmark: _Toc471801369][bookmark: _Toc496777871][bookmark: _Toc35955350]One Last Check
WHY:  Just to make sure the course is still available and open. 
WHERE: From the system portal, click System Administration from the Administration menu.  Then select Modules | Training Scheduling | Administration | Manage Training and open your closed event.
73. From the ADMINISTRATION page, locate Modules | Event Management | Administration | Manage Training.
74. View the current list of courses on the Event List page. Then locate your own course by searching on its reference number.  Remember to look under the folders.  (This time it should be under the Finalised folder)
75. Optional: Open your course by selecting Edit from the Action hyperlink in your course.

19. [bookmark: _Toc471801370][bookmark: _Toc496777872][bookmark: _Toc35955351]Check Your Training History
WHY:  After finalising an event’s attendance register, let’s check if your own training history was updated.
WHERE: From the System Portal page, on the Quick Start menu, click LMS Portal, and then click the tab My Training History. Look for and click the COURSES tile, and then search for your Signify training record.
76. The attendance register for the Signify event on which you requested a booking this morning was also completed and saved. 
77. From the Quick Start menu, locate and click LMS Portal.
78. Click the tab My Training History (aka My Achievements), locate and click the Courses tile. Now locate the Signify training course.

[bookmark: _Toc471801371]Schedule an Open Event (±13:00 – 16:00)
(An event that is published and available to all employees and on which employees are supposed to request bookings themselves)

20. [bookmark: _Toc471801372][bookmark: _Toc496777873][bookmark: _Toc35955352]Information Needed to Schedule an Open Event
WHY:  While a training coordinator is setting up a course, he/she needs the following details about the course before starting.

	INFO NEEDED
	INFO TO BE USED FOR TODAY’S COURSE

	The name of the course (identical to the name of the training intervention)
	Accounting Principles (Open)

	The dates the course is to be presented on.  (More than one)
	Select your own dates and write them down

	Venue
	Select an appropriate venue from the library.

	The maximum number of people that could possibly attend
	For this exercise let’s make it 10 people.

	A categorisation of the course in terms of:
· Classification
· Category
· Region in which it will be presented
· The Course Type
	Select appropriate values from the library.






21. [bookmark: _Toc471801373][bookmark: _Toc496777874][bookmark: _Toc35955353]Create the Open Course
WHY:  An open course is to be created using the information given above. This event WILL be published and employees will have to book themselves on the event.  
WHERE: From the system portal, click System Administration from the Administration menu.  Then select Modules | Event Management | Administration | Manage Events/Training.
79. From the system portal, click System Administration from the Administration menu.  Then from the HOME page, locate Modules | Training Scheduling | Administration | Manage Training to open the Event List page.
80. Make sure the course does not already exist by scanning all the folders / searching for the event etc.
81. To create a new event, click[image: ].
· Certain fields will be populated automatically.
· Note the existence of several inactive tabs at the top of the page.  These will become active once the new course is saved.
82. Populate the following fields on the screen:
· Initially set the Status field to Not Yet Published.
· Select ACCOUNTING PRINCIPLES (Open) from the Training Intervention library by using[image: ].
· Select an appropriate venue.
· Specify the Start and End Dates (by using [image: ]) as well as the Start and End Times.
· Provide the Minimum and Maximum number of attendees allowed. Set the Wait list to 0.
· Select values for Classification, Category, Region and Course Type from the lookups.
83. Click [image: ].
84. Record the following details of your course:
	Write down your course reference number 
	

	Write down your Event Status
(Determines into which folder the course will be placed on the course control panel)
	



22. [bookmark: _Toc471801374][bookmark: _Toc496777875][bookmark: _Toc35955354]Publish the Course
WHY:  When a course is published, it is opened to all employees.  Care should therefore be taken to ensure that all appropriate details are in before publishing a course.
WHERE: From the system portal, click System Administration from the Administration menu.  Then select Modules | Training Scheduling | Administration | Manage Training and open your published event.
85. In your course, locate and click the Event Details tab.
86. Locate the Status field and change it to:
· Publish to people in this schema only – If the course should be visible ONLY to your company/division.
· Not to be used in training!  (Publish to people in all schemas – If the course should be visible to the entire group of companies/divisions.)
87. Click [image: ].

23. [bookmark: _Toc471801375][bookmark: _Toc496777876][bookmark: _Toc35955355]Check if the Course has been Published
WHY:  When a course is published, it is opened up to all employees.  The last thing you want is thinking it has been published when it is not or the other way around.
WHERE: From the system portal, locate and click LMS Portal, then click Book a Course.
88. Locate and click the LMS Portal menu on the side.
89. Look for the tab BOOK A COURSE and click it.
90. Search for your event under its unique reference number.
91. Check out the different ways of displaying published courses.

24. [bookmark: _Toc471801376][bookmark: _Toc496777877][bookmark: _Toc35955356]Check if You Can Request a Booking on Your Own Course
WHY:  When a course is published, it is opened to all employees.  Always try to book yourself first.  This ensures that all settings are correct.
WHERE: From the system portal, locate and click LMS Portal, then click Book a Course.
92. Find your event under its unique reference number.
93. Book the course, scan its details and then click Book to submit your booking request.

25. [bookmark: _Toc471801377][bookmark: _Toc496777878][bookmark: _Toc35955357]See How a Manager Would Book His Employees
WHY:  In some instances, employees cannot book themselves on courses, their managers are expected to book them.  This section shows how it is done.
WHERE: From the system portal, locate and click LMS Portal, then click Book a Course.
94. Find your event under its unique reference number and click to open its booking form.
95. At the top of the page, locate the tab [image: ].
96. Use the button [image: ] to select people from your list of employees (if any is linked).
97. Since it is the manager nominating his employees, they are automatically approved in the loading process and just await booking by the course coordinator.

26. [bookmark: _Toc471801378][bookmark: _Toc496777879][bookmark: _Toc35955358]Wait
WHY:  When a course is published, it is opened to all employees and you’ll have to wait for bookings to be made.  The following two sections take place during the waiting process.
98. Wait while employees decide to book on your event. 

27. [bookmark: _Toc471801379][bookmark: _Toc496777880][bookmark: _Toc35955359]Request a Booking on a Colleague’s Course
WHY:  When a course is published, it is opened to all employees.  Select one of your colleagues’ courses and book yourself on it – as if you were a normal employee wanting to book on a course.
WHERE: From the system portal, locate and click LMS Portal, then click Book a Course and open ONE OF YOUR COLLEAGUES’ events.
99. Locate and click the LMS Portal menu on the side.
100. Look for the tab BOOK A COURSE and click it.
101. Search for one of your colleagues’ events and open it.
102. Check its details and then click Book, provide the details and submit your booking.  (After submitting a booking request, you as employee would normally be sent a booking request email, confirming your request.)

28. [bookmark: _Toc309292923][bookmark: _Toc471801380][bookmark: _Toc496777881][bookmark: _Toc35955360]Check If Requests Are Coming in On Your Own Event
WHY:  On an open course, you’ll have to wait for booking requests to come in. Let’s review two ways of checking if booking request are being submitted on your course.
WHERE: From the system portal, click System Administration from the Administration menu.  Then select Modules | Training Scheduling | Administration | Manage Training and open your event. Go to the Attendance tab.
[bookmark: _Toc471801381]
[bookmark: _Toc496777882][bookmark: _Toc2236550][bookmark: _Toc35955361]CHECKING FOR BOOKING REQUESTS DIRECTLY ON THE EVENT:
103. Open your event from the Event List page.
104. In your course, locate and click the Attendance tab.
105. Click Step 1 (Request).
106. You should be able to see at least your own booking request on Step 1 and maybe one or two requests submitted by your colleagues. 
· In real life a person who requested a booking on an event would have to wait until his/her manager has approved the request.
· (While this course has been published and we are strictly speaking expecting attendees to request bookings themselves, you as administrator still have the capability to book attendees directly by clicking [image: ] to open and select attendees from the personnel database.)

[bookmark: _Toc471801382][bookmark: _Toc496777883][bookmark: _Toc2236551][bookmark: _Toc35955362]CHECKING FOR BOOKING REQUESTS ON THE ATTENDEE REQUESTS DASHBOARD:
107. From the system portal, click System Administration from the Administration menu.  Then select Modules | Training Scheduling | Administration | Easy Tasks – Attendee Requests.
108. A screen opens where all booking requests on all events are ordered according to their categories.
109. Note the presence of three buttons on the page:
[image: ]
· Academy Approved Bookings – These booking requests have been addressed and booked on their events.
· Awaiting Academy Approval – These booking requests have either been submitted ([image: ]) or submitted and approved by managers ([image: ]). The submitted and approved requests can be booked onto the event by you as event coordinator.   
· Awaiting Manager Approval – Have been submitted and still requires manager approval before they can be booked onto an event.  Don’t touch these.
110. Select the Awaiting Academy Approval tab
111. Click on the [image: ] icon next to a category to open the event and its requests’ details. 
· Check the details of your event.
· Scroll down and check the event booking requests that are present – if any.
112. If there are booking requests that you can or want to book onto an event, tick the applicable request’s SELECT check box and then click [image: ].
113. [bookmark: AddToWaitlist]On the next screen specify the booking type i.e. whether the prospective attendee must be placed on the waitlist or can be given a normal booking. 
114. Click [image: ] to confirm the request.
· The user will now receive an email indicating that the booking request was confirmed by the event coordinator.

29. [bookmark: _Toc471801383][bookmark: _Toc496777884][bookmark: _Toc35955363]Finalise the Electronic Attendance Register on Step 3 – The Long Way
WHY:  Once the course has taken place and you have received back a completed and signed copy of the attendance register, the system must be updated with the actual attendance in order to create a learner record for each attendee. 
WHERE: From the system portal, click System Administration from the Administration menu.  Then select Modules | Training Scheduling | Administration | Manage Training and open your published event.
115. Click Step 3 (Attendance Register).
116. For each attendee do the following on his record:
· Select his record by ticking the Select check box.
· Tick his Log to learner record check box.
· Indicate if the employee attended, his score if applicable, if he was found competent etc
117. Once done, click [image: ].
118. The attendee’s record has been saved to the Learner Records. 
119. Click the Monitor Attendance button to see a full day-by-day attendance register that can be completed per person on the course.  This form is only available for attendees with a saved learner record.
120. Although only selected sections were discussed on the published course, all the sections we have done for the closed course are also available and you are welcome to repeat them for your published course as well.

30. [bookmark: _Toc471801384][bookmark: _Toc496777885][bookmark: _Toc35955364]Finalise the Electronic Attendance Register – The Short Way
WHERE: From the system portal, click System Administration from the Administration menu.  Then select Modules | Training Scheduling | Training Scheduling | Manage Training Attendance Register, open your published event and go to the Attendance Register tab. 
121. From the main menu, select Modules | Training Scheduling | Training Scheduling | Manage Training Attendance Register.
122. Locate and open your published event.  You will be on the Attendance Register tab.
123. Update some of their records if needed.
124. Once done, click [image: ].
125. The attendee’s record has been saved to the Learner Records. 




[bookmark: _Toc471801385][bookmark: _Toc496777886][bookmark: _Toc35955365]Maintain Master Data 

31. [bookmark: _Toc471801386][bookmark: _Toc496777887][bookmark: _Toc35955366]Master Data - Coordinator
WHY:  Almost all information used for creating an event is selected from pre-populated master data lists or libraries. Using these ensures data integrity.
WHERE: From the system portal, click System Administration from the Administration menu.  Then select Modules | Training Scheduling | Master Data. 
126. From the HOME page, locate Modules | Training Scheduling | Master Data to open a list of all master data libraries. 
127. Select Coordinator to open the Coordinator List master data screen, displaying a list of all current coordinators available to events.
128. To add yourself as a coordinator to the library, click[image: ] to open the Coordinator Detail screen.
129. Click [image: ] to open the personnel database and select yourself from the database.
130. Click[image: ] and then[image: ] to add yourself to the list of available coordinators.

32. [bookmark: _Toc471801387][bookmark: _Toc496777888][bookmark: _Toc35955367]Master Data - Venues
WHY:  Adding a venue is done in two stages:  add the venue and then add rooms to the venue.
WHERE: From the system portal, click System Administration from the Administration menu.  Then select Modules | Training Scheduling | Master Data. 
131. From the HOME page, locate Modules | Training Scheduling | Master Data to open a list of all master data libraries. 
132. Select Venues to open the Venue List master data screen, displaying a list of all current venues available to events.
133. To add a new venue to the library, click [image: ] to open the Venue Detail screen.  (NB:  A venue is a place or a building e.g. a conference centre, not a room.  Rooms are found inside the venue and are added separately.)
134. Provide the name and details of the new venue and click[image: ].
135. Click the [image: ] tab to open a list of rooms in this venue.
136. Click[image: ] to add a room to the new venue.  Click[image: ] when done.
· NB:  A venue cannot be used unless at least one room (even if it is called To Be Announced) is added to the venue.

33. [bookmark: _Toc471801388][bookmark: _Toc496777889][bookmark: _Toc35955368]Change an Event’s Venue and Send a Course Update Email
WHY:  The system sends out email notifications at different stages during the booking process e.g. when a prospective attendee requests a booking, when his manager approves his booking request etc.  Sometimes you need to do additional communication with your attendees e.g. when detail of the event has changed. 
WHERE: From the system portal, click System Administration from the Administration menu.  Then select Modules | Training Scheduling | Administration | Manage Training and open your closed event.
137. From the system portal, click System Administration from the Administration menu.  Then select Modules | Training Scheduling | Administration | Manage Training and open your closed event.
138. Change the venue or even the dates of the course and save the event.
139. Open the Attendance tab and go to step 2.
140. Select the attendees for whom you’d like to send an event update by ticking their Select check boxes:
· From the Notification Extended Options dropdown, select Send Event Update to resend the original course booking message, this time containing the updated event information.




34. [bookmark: _Toc471801389][bookmark: _Toc496777890][bookmark: _Toc35955369]Load a Training Intervention into the Library
WHY:  An event can only be scheduled once the training intervention behind it has been registered in the Training Intervention library.  This section demonstrates how to do it.
WHERE:  From the System Portal page, click System Administration from the Administration menu and then locate Modules | Event Management | Master Data | Training Interventions.
141. From the System Portal page, click System Administration from the Administration menu and then locate Modules | Training Scheduling | Master Data | Training Interventions.
142. After opening the library of existing training interventions, click ADD to add a new intervention.  Note the following about this critically important screen:
· The training interventions master data section contains a library of courses that can be used in events and pathway steps.  As such the information required seems relatively simple and few fields are mandatory. 
· When anticipating generating WSP reports, note that you’d have to provide information in more fields.
· Some reports will only display information on a specific course if there is an intervention loaded for that course.
143. On the training intervention screen itself, note the following about the fields:
· The Training Intervention Name field is mandatory.
· Use the Type field to classify the training intervention e.g. will it be used as an assessment etc?
· Indicate if the learner can print a certificate for this intervention from his own Training History records.



[bookmark: _Toc471801390]If You Have Time Left

35. [bookmark: _Toc471801391][bookmark: _Toc496777891][bookmark: _Toc35955370]Brief Overview of Advanced Event Option Tabs
36. [bookmark: _Toc471801392][bookmark: _Toc496777892][bookmark: _Toc35955371]Add Task Reminders to an Event
WHY:  You can indicate tasks on an event about which you would like to be reminded. The following section shows you where to add these tasks and how to follow up on them.
WHERE:  From the system portal, click System Administration from the Administration menu.  Then select Modules | Training Scheduling | Administration | Manage Training and open your event.
144. From the system portal, click System Administration from the Administration menu.  Then, from the HOME page, select Modules | Training Scheduling | Administration | Manage Training and open your event.
145. If the Advanced Options tab is still showing, click it to reveal all the event’s tabs.
146. Locate and click the Tasks tab.
147. Click [image: ] to add tasks to your event, specifying when you would like to be reminded about the task.  Save the selected task(s).

WHY:  The following dashboard is where you can track and complete these tasks – all tasks for all events on one page.
WHERE:  From the system portal, click System Administration from the Administration menu.  Then select Modules | Training Scheduling | Administration | Easy Tasks – Event Tasks.
148. From the system portal, click System Administration from the Administration menu.  Then, from the HOME page, select Modules | Training Scheduling | Administration | Easy Tasks –Training Tasks.
149. A list of events is shown with their detail as well as a section called Event Tasks where every event task is shown and whether its due date has been reached. A task that is due is shown in red.
150. If a task record is clicked the Task Detail screen is opened where the task can be updated or completed.

37. [bookmark: _Toc471801393][bookmark: _Toc496777893][bookmark: _Toc35955372]Using SmartNav
WHY:  The Smart Navigation tool is the recommended way for quick navigation between events – provided you know the event’s reference number or a part of its name.
WHERE: From the system portal, click System Administration from the Administration menu.  Then select Modules | Training Scheduling | Administration | Manage Training and open your event.
151. From the system portal, click System Administration from the Administration menu.  Then from the HOME page, locate Modules | Training Scheduling | Administration | Manage Training to open the Event List page. 
152. Locate and open one of your events.
153. When on the Event Detail tab, locate the SmartNav field at the top of the page.
154. Type an event reference number (either one of your own or one of your colleagues’) into the SmartNav field and click Submit.
155. [bookmark: _Toc310428779][bookmark: _Toc253378752]If the event, matching the reference number that you have typed is found, the system jumps to and immediately opens the event.  If not, it stays on your current event.

38. [bookmark: _Toc471801394][bookmark: _Toc496777894][bookmark: _Toc35955373]Adding Documents to an Event
WHY:  It is possible to attach documents to an event. These documents can be viewed by potential attendees when booking or sent along when email communications are sent to delegates.
WHERE: From the system portal, click System Administration from the Administration menu.  Then select Modules | Training Scheduling | Administration | Manage Training and open your event.
156. From the system portal, click System Administration from the Administration menu.  Then from the HOME page, locate Modules | Training Scheduling | Administration | Manage Training to open the Event List page. 
157. From the Event List page, select your event and open it on the Event Detail page.
158. If the Advanced Options tab is showing, click it to expand and show the rest of the tabs. 
159. Locate the Documents tab and click on it to open the documents tab.
160. Click [image: ] to open a dialogue screen from where a new document can be loaded onto the event.
161. Provide a suitable description for the document.
162. Select a suitable category.
163. Use the [image: ]section and indicate if people, busy scanning this event to decide whether to book or not, should be able to see the document.
164. Use the [image: ] section and indicate to which emails, being sent to attendees, the document should be attached or not.
165. Browse for the document you would like to attach and enter an appropriate description
166. Click [image: ] to attach the selected document to the event.

39. [bookmark: _Toc471801395][bookmark: _Toc496777895][bookmark: _Toc35955374]Check an Employee’s Learner Records
WHY:  After finalising an event’s attendance register, let’s check where the learner record was saved to.
WHERE: From the System Portal page, on the Quick Start menu, click Manage Employees and there search for and open your own employee record.
167. Suppose you have finalised a training course and captured learner records for the attendees.  Occasionally you may want to check where and if these records were correctly saved. 
168. From the Quick Start menu, click Manage Employees.
169. Search for and locate an employee for whom a learner record was created from Event Management.
170. Click to open the employee’s record.
171. From the side menu, click to expand Employee Development and then select Learner Records.
172. Locate the saved learner record.



40. [bookmark: _Toc471801396][bookmark: _Toc496777896][bookmark: _Toc35955375]Load a Gate-Crasher from the Printed attendance Register onto Step 3 
WHY:  Once the course has taken place and you have received back a completed and signed copy of the attendance register, you realised that one or more people attended who were not initially booked on the course.  These are called gate-crashers.
WHERE: From the system portal, click System Administration from the Administration menu.  Then select Modules | Training Scheduling | Administration | Manage Training and open your closed event and go to the Attendance Tab. Use step 3.
173. Imagine you are sitting with a completed and signed copy of an actual attendance register in front of you.
174. Click Step 3 (Attendance Register).
175. You have already updated the attendance register for the people who were booked on the course but now you have to load the gate-crashers who attended without a booking.
176. For each gate-crasher, do the following:
· Click [image: ] to open the personnel database and select the appropriate person from the database.  (Only select people that are with you on the course TODAY).
· Note that employees already linked to this event have bold green tick marks against their names.
· Select the applicable employee and click [image: ] to add the employee to the attendance register.
· Repeat these steps for all your gate-crashers.
177. Booked attendees cannot be deleted off Step 3, they must be deleted on Step 2 but gate-crashers loaded on Step 3 can be deleted on Step 3 as well.  Locate the DELETE check box for one of the gate-crashers you had just loaded.




41. [bookmark: _Toc471801397][bookmark: _Toc496777897][bookmark: _Toc35955376]Specify a Target Audience for an Event
WHY:  Some events are created for selected employees (called a target audience) only.  Even though the event is to be published, only these employees should see the event when advertised. Although a target audience can be specified in 3 ways, we will only practise adding specific employees to the target audience.
WHERE:  From the system portal, click System Administration from the Administration menu.  Then select Modules | Training Scheduling | Administration | Manage Training and open any of your events.  Click Advanced Options and locate the Target Audience tab. 
178. To indicate that the target audience is to be applied based on individual employee numbers, select the Employee radio button.
179. To select the employees that should be able to access the event, click [image: ] to display the Employee Search screen.
180. Search for or locate the applicable employee(s) and tick their checkboxes.
181. Click [image: ] to transfer them to the target audience screen.
182. If your event was published, you will see a button [image: ] which can be used to send an invitation to the people on the target audience.  This invitation will advertise the course and invite them to apply for a booking.
183. If you need to clear the target audience, click the [image: ] button to remove all people from all the target audience sections.
184. OPTIONAL: Since sensitive information is sometimes protected in this way, it is advisable to always log into the system as another employee and to verify that the event is not visible to the general public.

42. [bookmark: _Toc471801398][bookmark: _Toc496777898][bookmark: _Toc35955377]Run a Few Reports 
WHY:  Getting sensible and helpful reports is part of any system.  Here is how to do it.
WHERE:  As shown below.
185. There are three levels of reports available in Event Management.  Scan these and decide for yourself which are the most helpful ones.
186. LEVEL 1 – Reports specific to one event
187. From the system portal, click System Administration from the Administration menu.  Then select Modules | Training Scheduling | Administration | Manage Training and open any of your events.
188. On the event’s tabs, locate and click to expand the Advanced Options tab.
189. Locate and click the Reporting tab.  
190. On this tab you will find reports specific to this event only.  The most helpful is the Dietary Requirement Detail report.  Click to view an example.
191. LEVEL 2 – Reports specific to the Event Management module
192. From the system portal, click System Administration from the Administration menu.  Then select Modules | Training Scheduling | Administration | Reports.
193. In this menu you will find reports that can be drawn for one or more events at a time.  Click to view an example or two.
194. LEVEL 3 – Event Management Reports integrated with other modules
195. From the system portal, click System Administration from the Administration menu.  Then select Reporting | Reports from the main menu.
196. Locate the Event Management node and click to view an example or two (if present).
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