Add Event Detalls

e Hover over the sidebar menu, then click Event Scheduling.
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e Click to navigate to the List View tab, then click +EVENT.
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Name

em gnify
S

Course Coordinator
o s Select from the list - Freetext Select from the list M
& . Training Provider Minutes after each session
= Select from the list v Free-text 0 Automark Atiendance after the Event
) Physical Venue virtal Channel
* na - n/a -
= Attendees Allowed Only count physical venue bookings when limiting bookings based on maximum attendees (Virtual bookings
Min Q Max Waitlist 0 will be excluded from the max)
*
Attendee bookings will be accepted up 10 Attendee cancellations will be accepted up to
5
0 day(s) before the start of the event Include non-working days 0 day(s) before the start of the event Include non-werking days
Intended Target Market Terms and Conditions
&
4 4
N .
Event Status Workflow Process for Approval
o DRAFT CONFIRMED FINALISED CANCELLED ) a .
o
Requires Admin Approval Requires Manager Approval

s
a
“ CANCEL

e To create a learner record for attendees, link a training intervention from the Training
Intervention Library using the Course field. If a learner record should not be created,
provide a name for the course and tick the Free text checkbox.
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Event Scheduling | New

DETAILS

“ CANCEL

DETAILS

Name

Course

select from thelst.. () B
( J

Select from the list..

Leaning Type

Senior Development Program Cerification Point

n/a v

Attendees Allowed

Min 0 Max 0 Waitlist 0

Anendee bookings will be accepted up 10

0 day(s) before the start of he event Include non-working days

Intended Target Market

Event Status

- CONFIRMED FINALISED

Requires Admin Approval

CANCELLED >

Q. Search here...

Coordinator

6 Select from the lst...

Free-text

Minutes after each session

0 Automark Attendance after the Event

Virtual Channel

n/a

Only count physical venue bookings when limiting bookings based en maximum attendees (Virtual bookings

will be excluded from the max)

Auendee cancellations will be accepted up to

0 day(s) before the start of the event

Terms and Conditions

Workflow Process for Approval

n/a

Requires Manager Approval

e From the dropdown menu, select the event’s coordinator.

| New

DETAILS

“ e

DETAILS

Name

Course

Senior Development Program )

Training Provider

Select from the list...

Physical Venue

n/a

Attendees Allowed

Min 0 Max  ( Waitlist

Attendee bookings will be accepted up 10

0 day(s) before the start of the event Include nen-working days

intended Target Market

Event Status

DRAFT CONFIRMED FINALISED CANCELLED )

Requires Admin Approval

Free-text

Free-text

Q. Search here...

Include non-working days

Coordinator

Select from the list...

Select from the list...

Emily Collins (10500081)

Lily Kingsley (10001600)

Lyle Pert (10009000)

Only count physical venue bookings when limiting bookings based on maximum attendees (Virtual bookings

will be excluded from the max)

Attendee cancellations will be accepted up to

0 day(s) before the start of the event

Terms and Conditions

Workflow Process for Approval

n/a

Requires Manager Approval

e From the dropdown menu, select the event’s training provider.
e Use the search bar to easily find the training provider in the list of dropdown menu
items, then click on the training provider’s name.
e If the training provider is not listed in the Master Data Library, provide a name for the
training provider and tick the Free text checkbox.

Include non-working days
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DETAILS DETAILS

Name

Course

Senior Development Program

Coordinator

xv Free-text Select from the list,

Training Provider

Select from the list

Minutes after each session

. Free-text 9 0 Automark Attendance after the Event

] | Virtual Channel

Select from the list..

Name

n/a

Wm0 Wax U Watthst U will be excluded from the max)
Anendee bookings will be accepted up 10 Auendee cancellations will be accepted up to
0 day(s) before the start of the event Include non-working days 0 day(s) before the start of the event
Intended Target Market Terms and Conditions
)
Event Stalus Warkflow Process for Approval
CONFIRMED FINALISED GANGELLED ) e

Requires Admin Approval

“ K

Requires Manager Approval

Include non-working days

e Attendance can be automatically marked by selecting the number of minutes after each
session. To do this, tick the Automark Attendance after the Event checkbox.

DETAILS DETAILS

Name

Course

Senior Development Program

Training Provider

signify Software

Physical Venue

n/a

Anendees Allowed

Coordinator

M Free-text Lily Kingsley (10001600)

Minutes after each session

) Free-text 0 Automark Attendance after the Event

virtual Channel

N n/a

Only count physical venue bookings when limiting bookings based en maximum attendees (Virtual bookings

Only count physical venu bookings when limiting bookings based en maximum attendees (Virtual bookings

Min 0 Max 0 Waitlist 0 will be excluded from the max)
Attendee bookings will be accepted up o Attendee cancellations wil be accepted up to
0 day(s) before the start of the event Include non-working days 0 day(s) before the start of the event
Intended Target Market Terms and Conditions
P
Event Status Workflow Process for Approval
CONFIRMED FINALISED CANCELLED ) n/a

Requires Admin Approval

“ s

Requires Manager Approval

e From the dropdown menu, select the physical venue and the room.

Include non-working days
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Event Scheduling | New

DETAILS DETAILS

Name

Course

Senior Development Program i

Training Provider

Signify Software X v

Physical Venue
n/a o D e
[

n/a A
Venue Room

Head Office — Sandton 2

Head Office — Sandton Training Room 2

Head Office — Sandton Conference Room A

Head Office — Sandton Conference Room B -

Event Status

- CONFIRMED FINALISED CANCELLED >

Requires Admin Approval

“ CANCEL

Free-text

Free-text

Q. Search here...

~
Coordinator

Lily Kingsley (10001600) X
Minutes after each session

0 Automark Attendance after the Event
Virtual Channel

n/a .

Only count physical venue bookings when limiting bookings based on maximum attendees (Virtual bookings
will be excluded from the max)

Auendee cancellations will be accepted up to

0 day(s) before the start of the event Include non-working days

Terms and Conditions

Workflow Process for Approval

n/a -

Requires Manager Approval

e Virtual channels, such as Teams or Zoom, can be selected from the dropdown menu

to present this event online.

Event Scheduling | New

DETAILS DETAILS

Name

Course

Senior Development Program X

Training Provider

signify Software xv

Physical Venue

Training Room 1 )

Anendees Allowed

Min 0 Max 0 Waitlist 0

Attendee bookings will be accepted up to

0 day(s) before the start of the event Include non-working days

Intended Target Market

Event Status

CONFIRMED FINALISED CANCELLED )

Requires Admin Approval

“ s

Free-text

Free-text

Q. Search here...

Coordinator

Lily Kingsley (10001600) X

Minutes after each session

0 Automark Attendance after the Event

Viral Channel

v @) R
( ]

n/a

Zoom

T TaY(Sy DETOTe The STaTt o The evenT

Terms and Conditions

Workflow Process for Approval

n/a -

Requires Manager Approval

e Enter the minimum and maximum number of attendees allowed, as well as the number

of waitlist spots for this event.

e Click the toggle button to count only physical venue bookings when considering booking

l[imits for an event.




Event Scheduling | New Q Search here...

DETAILS DETAILS ~
=
=%
onl. TIFICATIO
K Name
Course Coordinator
« - Select from the list. M Free-text Select from the list. M
& . Training Provider Minutes after each session
e Select from the list M Free-text 0 Automark Attendance after the Event
@ Physical Venue virtual Channel
* na v n/a .
= Attendees Allowed Only count physical venue bookings when limiting bookings based on maximum attendees (Virtual bookings
Min 0 Max 0 Waitlist 0 will be excluded from the max)
*
Anendee bookings will be accepted up 10 Auendee cancellations will be accepted up to
= )
0 day(s) before the start of he event Include non-working days 0 day(s) before the start of the event Include non-working days
Intended Target Market Terms and Conditions
&
) 4
Event Stalus Warkflow Process for Approval
- - CONFIRMED FINALISED GANGELLED ) e -
o
Requires Admin Approval Requires Manager Approval

2
“ K

e Configure the booking and cancellation deadlines.
o Enter the number of days before the event during which bookings will be accepted.
o Click the toggle button to set the status to include non-working days.
o Enter the number of days before the event during which cancellations will be
accepted.
o Click the toggle button to set the status to include non-working days.

Q, Search here...

DETAILS DETAILS ~

Name

Course Coordinator
o e Select from the list - Freetext Select from the list M
e [ Training Provider Minutes after each session
P Select from the list v Free-text 0 Automark Attendance after the Event
@ Physical Venue virwal Channel
na - n/a -
*
= Attendees Allowed Only count physical venue bookings when limiting bookings based on maximum attendees (Virtual bookings
Min 0 Max Waitlist will be excluded from the max)
*
Attendee bookings will be accepted up 10 Attendee cancellations will be accepted up to
=z
0 day(s) before the start of the event Include non-working days 0 day(s) before the start of the event Include non-werking days
Intended Target Market Terms and Conditions
&
4 4
Event Status Workflow Process for Approval
3 - CONFIRMED FINALISED CANCELLED ) n/a -
=)
Requires Admin Approval Requires Manager Approval

s
a
“ CANCEL

e Use the text boxes to describe the intended target market for this event and to list
any terms and conditions.
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Q. Search here...

DETAILS DETAILS
=%
=4
onl T
i Name
) Course Coordinator

« - Select from the list. Free-text Select from the list.
& - Training Provider Minutes after each session
e Select from the list Free-text 0 Automark Attendance after the Event
@ Physical Venue virtual Channel
* na n/a
= Attendees Allowed Only count physical venue bookings when limiting bookings based on maximum attendees (Virtual bookings
Min 0 Max 0 Waitlist 0 will be excluded from the max)
*
Anendee bookings will be accepted up 10 Auendee cancellations will be accepted up to
= " »
0 day(s) before the start of he event Include non-working days 0 day(s) before the start of the event Include non-working days
Intended Target Market Terms and Conditions
&
Event Stalus Warkflow Process for Approval
- CONFIRMED FINALISED GANGELLED ) e
o
Requires Admin Approval Requires Manager Approval
s

“ K

e Select the event status, such as Draft, Confirmed, Finalised, or Cancelled.
o Only confirmed events will be displayed in the Calendar view.

Event Scheduling | New

Q. Search here...

DETAILS DETAILS P
=%
onf TIFICATI
G Name

. Course Coordinator

« - Select from the list. Free-text Select from the list...
Training Provider Minutes after each session
- Select from the list. Free-text 0 Automark Attendance after the Event
[] Physical Venue Virtual Channel
n/a n/a
*
= Attendees Allowed Only count physical venue bookings when limiting bookings based on maximum attendees (Virtual bookings
Min 0 Max 0 Waitlist will be excluded from the max)
*
Attendee bookings will be accepted up to Attendee cancellations will be accepted up to
=
0 day(s) before the start of the event Include non-working days 0 day(s) before the start of the event Include non-working days
4
Intended Target Market Terms and Conditions
&
4 4
Event Status Warkflow Process for Approval
o CONFIRMED FINALISED CANCELLED ) e -
=)
Requires Admin Approval Requires Manager Approval
-
&

“ s

e Use the dropdown menu to select a pre-configured workflow process for the event’s
approvals.



* © 9 b

L]

+#

]

o o+ &

+

Event Scheduling | New

CANCEL

Name

Course

Senior Development Program

Training Provider

signify Software

Physical venue

Training Room 1

Anendees Allowed

Min 0 Max 0 Waitlist

Attendee bookings will be accepted up to

0 day(s) before the start of the event

Intended Target Market

Event Status

0

Include non-working days

CONFIRMED FINALISED

CANCELLED )

Requires Admin Approval

X Free-text
) Free-text
R

Q. Search here...

Coordinator

Lily Kingsley (10001600)

Minutes after each session

0 Automark Attendance after the Event
Viral Channel
Teams

Only count physical venue bookings when limiting bookings based en maximum attendees (Virtual bookings

will be excluded from the max)

Attendee cancellations will be accepted up to

0 day(s) before the start of the event

Terms and Conditions

Include non-working days

Workflow Process for Approval

e Click the toggle button to set the status to require administrator approval.
o If an administrator’'s approval is required, any event scheduling administrator can
approve an attendee’s registration request.

e Click the toggle to set the status to require manager approval.
o If a manager’s approval is required, then the employee’s training manager will be

notified. Event scheduling administrators can override manager approvals.

DETAILS

e Choose the date, time range, and facilitators for the event. Multiple facilitators can be

CANCEL

DETAILS

Name

Course

Select from the list...

Training Provider

Select from the list...

Physical Venue

n/a

Attendees Allowed

Min 0 Max  ( Waitlist

Attendee bookings will be accepted up 10

0 day(s) before the start of the event

Intended Target Market

Event Status

0

Include non-working days

FINALISED

CANCELLED )

v Free-text

v Free-text

Q, Search here...

Coordinator

Select from the list...

Minutes after each session

0 Automark Attendance after the Event

Virtual Channel

nja

Only count physical venue bookings when limiting bookings based on maximum attendees (Virtual bookings

will be excluded from the max)

Attendee cancellations will be accepted up to

0 day(s) before the start of the event

Terms and Conditions

Workflow Process for Approval

n/a

| Requires Admin Approval

Requires Manager Approval

selected for a single event.

Include non-working days




« Event Scheduling | New Q Search here...

Event Status Workflow Process for Approval

> CONFIRMED FINALISED CANCELLED ) - -
=t
&)
n e Requires Admin Approval Requires Manager Approval
«
SESSIONS ~
&
= DATE START TIME END TIME FACILITATOR
[} ® 04/05/2026 [m] 08:00 [¢] 16:00 ® Christoph Sutherland (10350081) X  Lisa Edwards (10001100) X  Keller Williams (10002300) %
*
EXTENDED DETAILS ~
*
Classification Category

=

Select from the list. v Select from the list. M

Region Course Type

&

Select from the list. M Select from the list. M

Additional Comments

N Survey Link
o
4

o

2
“ K

e If the event spans over multiple days, another session can be added by clicking on the
copy icon.

« Event Scheduling | New Q Search here...

Event Staius Warkflow Process for Approval
> CONFIRMED FINALISED CANCELLED ) n/a -
£
=4
Py Requires Admin Approval Requires Manager Approval
«

SESSIONS ~
ES
(3 DATE START TIME END TIME FACILITATOR
) L. [m] 08:00 [c] 16:00 [c] Christoph Sutherland (10350081) X  Lisa Edwards (10001100) X  Keller Williams {10002300) X
Copy Session to the next

da

* y
EXTENDED DETAILS ~
*
Classification Category

=

Select from the list v Select from the list v
4

Region Course Type

&

Select from the list v Select from the list v

Additional Comments

. Survey Link
L]
4

=)

s
a
“ CANCEL

e To delete a session, click the dustbin icon.



« Event Scheduling | New Q Search here...

Event Status Workflow Process for Approval

3# DRAFT CONFIRMED FINALISED CANCELLED ) n/a -
z
&)
n e Requires Admin Approval Requires Manager Approval
«

SESSIONS ~
&
= DATE START TIME END TIME FACILITATOR
[} 04/05/2026 o 08:00 [¢] 16:00 [¢] Christoph Sutherland (10350081} X  Lisa Edwards (10001100) X  Keller Williams (10002300) X
*

05/05/2026 (m] 08:00 ® 16:00 ] Christoph Sutherland (10350081) X  Lisa Edwards (10001100) X  Keller Wiliams (10002300) X
L 06/05/2026 o 08:00 [¢] 16:00 [¢] Christoph Sutherland (10350081) X  Lisa Edwards (10001100) X  Keller Williams (10002300) X E

F Delete
=

EXTENDED DETAILS ~
&

Classification Category
Select from the list. v Select from the list. v
a Region Course Type
a Select from the list - Select from the list M

2
“ K

o Additional details about the event can be captured in the Extended Details section.
From the dropdown menus, select Classification, Category, Region, and Course Type
(which administrators previously configured as master data).

Event Scheduling | New Q Search here...

SESSIONS ~
DATE START TIME END TIME FACILITATOR
«
04/05/2026 [m] 08:00 [¢] 16:00 [¢] Christoph Sutherland (10350081) X  Lisa Edwards (10001100) X  Keller Williams (10002300) X
&
05/05/2026 [m] 08:00 [c] 16:00 [¢] Christoph Sutherland (10350081) % Lisa Edwards (10001100) X  Keller Williams (10002300) X
3
Iy L) 06/05/2026 [m] 08:00 [¢] 16:00 [¢] Christoph Sutherland (10350081) X  Lisa Edwards (10001100) X  Keller Williams (10002300) X
*
EXTENDED DETAILS ~
*
Classification Category
=
Local o X Management and leadership 9 X
Region Course Type
&
Johannesburg e xr Leadership development o X"
Additional Comments
. Survey Link
o
P
o

2
“ K

e Additional comments about the event can be entered in the text box.
e An external URL can be provided for attendees to complete a survey.
e Click SAVE when you are finished or click CANCEL to discard your edits.
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Ostenity

SESSIONS ~
DATE START TIME END TIME FACILITATOR
«
04/05/2026 [m] 08:00 @ 16:00 @ Christoph Sutherland (10350081) X  Lisa Edwards (10001100) X  Keller Williams (10002300) X
&
05/05/2026 [m} 08:00 [c] 16:00 [¢] Christoph Sutherland (10350081) X  Lisa Edwards (10001100) X  Keller Williams (10002300) X
[
Iy L 06/05/2026 [m] 08:00 @ 16:00 @ Christoph Sutherland (10350081) X  Lisa Edwards (10001100) X  Keller Williams (10002300) X
*
EXTENDED DETAILS ~
*
ication
=
Local X X
4
Region Cours
&
Johannesburg xr Leadership development X"
Additional Comments
N Survey Link
o
4
o

m K
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