Event Scheduling
Implementation Guide

This guide focuses on the Event Scheduling module and the features available to administrators.

Beyond training, the module can serve as a central coordination tool for structured events, such
as workshops, onboarding sessions, or internal initiatives.

e Companies can manage venues, facilitators, approvals, and attendance in one
place, reducing administrative overhead and duplication.

e HR or employee development teams can schedule recurring programmes, segment
employees into targeted groups, and monitor completion and competence levels.

By following the outlined procedures, administrators can:

e Configure the Event Scheduling module and permissions,
e Set up the master data required,

e Create and manage events, and

e Record attendance and completion.
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Before you can configure and use the Event Scheduling module, you must activate the module
and assign the required user permissions.

Activate the Event Scheduling module

e Click the gear icon to access the Setup and Configuration menu.

@ Search here... Setup and Configuration

My Colleagues My Performance Status
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No contract for user

@ MORE INSIGHTS

e Click Ruleset Setup.
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e Select the ruleset you would like to update.
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e Navigate to the Products tab.
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e Click on the Event Scheduling product card, then click the toggle button to set
the product’s status to Active.
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Add Event Scheduling to the system menu

e Click the gear icon to access the Setup and Configuration menu.
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e Click Ruleset Setup.
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e Select the ruleset you would like to update.
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e Navigate to the System Menu tab.
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e Click the Event Scheduling menu item in the system menu preview.
e Click the toggle button to set the system menu item’s status to Active.
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e You can select an icon for the Event Scheduling module by clicking CHANGE ICON.
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e Click SAVE to continue or CANCEL to discard your changes.
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Assign the Event Scheduling administrator permission

e Hover over the sidebar menu, then click People Management.
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e Click the pencil icon to manage the person whose profile you want to edit.
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e In the left-hand menu, navigate to User Permissions, then click System Modules
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e Tick the checkbox next to Event Scheduling in the table to assign the Event Scheduling
administrator role to the user.
e Click SAVE to continue or CANCEL to discard your changes.
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CANCEL

Update the Master Data Library

e Click the gear icon to access the Setup and Configuration menu.
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e Click Master Data.
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e The Master Data Library lists the categories for which administrators can create master
data. Use the search bar at the top of the screen to filter the search results by Event
Scheduling.
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e Click on the Classifications category to continue.
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e To add a new master data item, click on +ITEM.
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e Click the toggle button to set the classification’s status to Active.

e Enter a name for the classification.

e Click SAVE when you are finished, SAVE ADD NEW to add another master data item or
click CANCEL to discard your edits.

ADD NEW CLASSIFICATION ITEM

Please note that you are creating/editing the stored value of master data directly, and not the translated value.
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CAMNCEL SAVE ADD NEW

e Click the back arrow to navigate back to the Master Data Library once you are
finished.
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e Click on the Course Types category to continue.
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e To add a new master data item, click on +ITEM.
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e Click the toggle button to set the course type’s status to Active.

e Enter a name for the course type.
e Click SAVE when you are finished, SAVE ADD NEW to add another master data item or

click CANCEL to discard your edits.

ADD NEW COURSE TYPE ITEM

Please note that you are creating/editing the stored value of master data directly, and not the translated value.

CANCEL SAVE ADD NEW

e Click the back arrow to navigate back to the Master Data Library once you are
finished.
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e Click on the Categories category to continue.
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e To add a new master data item, click on +ITEM.
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e Click the toggle button to set the category’s status to Active.

e Enter a name for the category.

e Click SAVE when you are finished, SAVE ADD NEW to add another master data item or
click CANCEL to discard your edits.

ADD NEW CATEGORY ITEM

Please note that you are creating/editing the stored value of master data directly, and not the translated value.

g ~ctive o

Name *

Management and leadership e

CANCEL SAVE ADD NEW

e Click the back arrow to navigate back to the Master Data Library once you are
finished.
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e Click on the Regions category to continue.

ster Data
Evaluation Periods
Moderation Reasons
Classifications
Course Types
Categories
Rooms
Venues
Motivations for Booking
Grades
vears
Inherent Requirements
Public holidays
Registration decline reasons
Communication Categories
Communication Priorities
Position Statuses
Importance

Import Column Exclusions

Showing 1 to 50 of 60 entries
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Importance of each competency that is linked 10 the job

List of columns to ignore when importing

item, click on +ITEM.
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Click the toggle button to set the region’s status to Active.

Select the country from the drop-down menu.

Enter a name for the region.

Click SAVE when you are finished, SAVE ADD NEW to add another master data item or
click CANCEL to discard your edits.

ADD NEW REGION ITEM

Please note that you are creating/editing the stored value of master data directly, and not the translated value.
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Country *

South Africa 9

CANCEL SAVE ADD NEW

e Click the back arrow to navigate back to the Master Data Library once you are
finished.
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e Click on the Venues category to continue.
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e To add a new master data item, click on +ITEM.
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e Click the toggle button to set the venue’s status to Active.

e Enter a name for the venue.

e Click SAVE when you are finished, SAVE ADD NEW to add another master data item or
click CANCEL to discard your edits.

ADD NEW VENUE ITEM

Please note that you are creating/editing the stored value of master data directly, and not the translated value.
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Name *

Head Office — Sandton

CANCEL SAVE ADD NEW |

e Click the back arrow to navigate back to the Master Data Library once you are
finished.
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L] 7 - Hotel Conference Facility
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Rooms are linked to venues; therefore, you should first compile the Venues master data items
before you can add rooms.

e Click on the Rooms category to continue.
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e To add a new master data item, click on +ITEM.
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Click the toggle button to set the room’s status to Active.

Enter a name for the room.

Select the venue from the drop-down menu.

Click SAVE when you are finished, SAVE ADD NEW to add another master data item or
click CANCEL to discard your edits.

ADD NEW ROOM ITEM

Please note that you are creating/editing the stored value of master data directly, and not the translated value.
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Name *
Training Room 1

Venue *

Head Office — Sandton

CANCEL SAVE ADD NEW

e Click the back arrow to navigate back to the Master Data Library once you are
finished.
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e Click on the Motivations for Booking category to continue.
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e To add a new master data item, click on +ITEM.
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e Click the toggle button to set the item’s status to Active.

e Enter a name for the item.

e Click SAVE when you are finished, SAVE ADD NEW to add another master data item or
click CANCEL to discard your edits.

ADD NEW MOTIVATION FOR BOOKING ITEM

Please note that you are creating/editing the stored value of master data directly, and not the translated value.
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Mame *
Training required as per PDP

CANCEL SAVE ADD NEW

e Click the back arrow to navigate back to the Master Data Library once you are
finished.
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Cross-functional learning

Create people groups

A target audience, or a People Group, can be created to identify users based on specific criteria.

Create people groups for coordinators

e Click the gear icon to access the Setup and Configuration menu.

@, Search here... Setup and Configuration

My Colleagues My Performance Status
“I

No contract for user
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e Click People Groups.

Q, Search here... Setup and Configuration
Tenant Setup
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Other System Administration
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e In the left-hand menu, navigate to Event Scheduling, then click + PEOPLE GROUP.
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e From the drop-down menu, select Coordinators.
e Click the toggle button to set the status to Active.
e Click SAVE when you are finished or click CANCEL to discard your edits.
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e Once the people group for coordinators has been created, you can select the people to
add to it. In the left-hand menu, click to navigate to the Included section.
o Click People to add individuals, then click PEOPLE.

<  People Groups | Coordinators Q_ Search here...

People selected in this condition will always form part of the People Group.

9 & PEOPLE W REMOVE MULTIPLE PEOPLE

PERSON JOBTITLE ORGANISATIONAL UNIT

No data available in table

S
18 SAVE CANCEL

o Use the search bar to search for a specific person, job title, or organisational
unit.

o Select the individuals from the list by ticking the checkbox next to a person’s
name.

o Click SAVE when you are finished or click CANCEL to discard your edits.



Select People from the list

| Q manager o |o

SELECT PERSON JOB TITLE ORGANISATIONAL UNIT

Lily Kingsley(10001600) eLearning Manager signify Software | Signify Software
Lyle Pert(10009000) Business Analysis Manager Signify Software | Signify Software

Emily Collins(10500081) Development Manager Signify Software | Signify Software

CANCEL

o Alternatively, click Grouped Conditions to add groups of people based on
criteria such as job titles, organisational nodes, etc.
o Click SAVE when you are finished or click CANCEL to discard your edits.
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e Additionally, you can select the people to exclude from this group. In the left-hand menu
, click to navigate to the Excluded section.
o Click People to exclude individuals, then click PEOPLE.
o Select the people you would like to exclude.
o Click SAVE when you are finished or click CANCEL to discard your edits.



< People Groups | Coordinators Q Search here...

DETAILS

People selected in this condition will always form part of the People Group.

9 W REMOVE MULTIPLE PEOPLE
onditions

PERSON JOBTITLE ORGANISATIONAL UNIT

@s ignify
pL

EXCLUDED

o No data available in table

ttions

o

SUMMARY

*» & 0

&

s
8 SavE CANCEL

o Click Grouped Conditions to exclude groups of people based on criteria such
as job titles, organisational nodes, etc.
o Click SAVE when you are finished or click CANCEL to discard your edits.

People Groups | Coordinators Q_ Search here...

All of the following conditions must be met before a person will be included in the People Group, for example:

= If only a Job Title has been added, then all the people appointed in that Job Title will form part of the People Group.
« If only aJob Grade has been added, then all the people in the linked positions will form part of the People Group.

- If only an Organisational Unit has been selected, only people appointed in that Organisational Unit will form part of the People Group.
- If only a Reporting Line Type has been selected, only subordinates reporting 1o a specified manager for the Reporting Line Type will form part of the People Group.
EXCLUDED - If a combination of the above has been selected, people will be included when they are

o Appointed in the Job Title, AND who are also

o Appointed ina Job Title with the selected Job Grade, AND who are also

- Jentes] GO one o o Appointed in the Organisational Unit, AND who are also

o Reporting to the specified manager for the Reporting Line Type

SUMMARY

JoBS ~

= @ JoBs

* CODE JOB TOTAL LINKED POSITIONS
= No data available in table
4 g
JOB GRADES A
&
o JOB GRADE TOTAL LINKED POSITIONS
No data available in table
fmt

CANCEL

Create people groups for facilitators

e Click the gear icon to access the Setup and Configuration menu.



Q Search here... Setup and Configuration

My Colleagues My Performance Status
‘é

No contract for user

@ MORE INSIGHTS

e Click People Groups.

Q Search here... Setup and Configuration
Tenant Setup
Ruleset Setup
Other System Administration
Master Data
Language

Job Management

People Groups

My Colleagues My Perforr

Organisational Structure

Product Setup

Roles

No contract for user

“°p

e In the left-hand menu, navigate to Event Scheduling, then click + PEOPLE GROUP.
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EIS ) EVENT SCHEDULING
REPORTING LINES
NAME GROUPING CONDITIONS
ORGANISATIONAL UNITS Coordinators
o

+ PEOPLE GROUP 9

e From the drop-down menu, select Facilitators.
e Click the toggle button to set the status to Active.
e Click SAVE when you are finished or click CANCEL to discard your edits.

People Groups Q Search here...

DETAILS Type

o Facilitators - | - ~ctive 9

e 18 SAVE CANCEL

e Once the people group for facilitators has been created, you can select the people to add
to it. In the left-hand menu, click to navigate to the Included section.
o Click People to include individuals, then click PEOPLE.
o Select the people you would like to include.
o Click SAVE when you are finished or click CANCEL to discard your edits.



<  People Groups | Facilitators Q Search here...

People selected in this condition will always form part of the People Group.

9 W REMOVE MULTIPLE PEOPLE

PERSON JOB TITLE ORGANISATIONAL UNIT

eswgmfy
SoPrwase

EXGLUDED
No data available in table

it

CANCEL

o Alternatively, click Grouped Conditions to add groups of people based on
criteria such as job titles, organisational nodes, etc.
o Click SAVE when you are finished or click CANCEL to discard your edits.

People Groups | Facilitators Q Search here...

DETAILS
Al of the following conditions must be met before a person will be included in the People Group, for example:

) = Ifonly aJob Title has been added, then all the people appointed in that Job Title will form part of the People Group.

« Ifonly aJob Grade has been added, then all the people in the linked positions will form part of the People Group.
= If only an Organisational Unit has been selected, only people appointed in that Organisational Unit will form part of the People Group.

- Ifonly a Reporting Line Type has been selected, only subordinates reporting to a specified manager for the Reporting Line Type will form part of the People Group.
« Ifa combination of the above has been selected, people will be included when they are:

w o Appointed in the Job Title, AND who are also

. o Appointed in a Job Title with the selected Job Grade, AND who are also

& « Appointed in the Organisational Unit, AND who are also

SRy > Reporting 10 the specified manager for the Reporting Line Type
=
4 »
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JoBs A~

*

:

* CODE Jos TOTAL LINKED POSITIONS

No data available in table

JOB GRADES A
&
o JOB GRADE TOTAL LINKED POSITIONS
No data available in table
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e Alternatively, you can select the people to exclude from this group. In the left-hand
menu, click to navigate to the Excluded section.
o Click People to exclude individuals, then click PEOPLE.
o Select the people you would like to exclude.
o Click SAVE when you are finished or click CANCEL to discard your edits.



<  People Groups | Facilitators

People selected in this condition will always form part of the People Group.

9 W REMOVE MULTIPLE PEOPLE

PERSON JOB TITLE ORGANISATIONAL UNIT

o No data available in table

* & 0

it

CANCEL

o Click Grouped Conditions to exclude groups of people based on criteria such
as job titles, organisational nodes, etc.
o Click SAVE when you are finished or click CANCEL to discard your edits.

People Groups | Facilitators Q Search here...

Al of the following conditions must be met before a person will be included in the People Group, for example:

« Ifonly aJob Title has been added, then all the people appointed in that Job Title will form part of the People Group.
« Ifonly aJob Grade has been added, then all the people in the linked positions will form part of the People Group.
= If only an Organisational Unit has been selected, only people appointed in that Organisational Unit will form part of the People Group.
- Ifonly a Reporting Line Type has been selected, only subordinates reporting to a specified manager for the Reporting Line Type will form part of the People Group.
EXCLUDED « Ifa combination of the above has been selected, people will be included when they are:
o Appointed in the Job Title, AND who are also
Appointed in a Job Title with the selected Job Grade, AND who are also

* ST o « Appointed in the Organisational Unit, AND who are also

> Reporting 10 the specified manager for the Reporting Line Type

ditions

SUMMARY
=
4 »
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* JoBs A
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* CODE JoB TOTAL LINKED POSITIONS
5 No data available in table

JOB GRADES A
&
o JOB GRADE TOTAL LINKED POSITIONS

No data available in table
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CANCEL

Create custom people groups for attendees

e Click the gear icon to access the Setup and Configuration menu.



Q Search here... Setup and Configuration

My Colleagues My Performance Status
‘é

No contract for user

@ MORE INSIGHTS

e Click People Groups.

Q Search here... Setup and Configuration
Tenant Setup
Ruleset Setup
Other System Administration
Master Data
Language

Job Management

People Groups

My Colleagues My Perforr

Organisational Structure

Product Setup

Roles

No contract for user

“°p

e In the left-hand menu, navigate to Custom, then click + PEOPLE GROUP.
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e Enter a descriptive name for the group of attendees.
e Click the toggle button to set the status to Active.
e Click SAVE when you are finished or click CANCEL to discard your edits.

People Groups Q Search here...

Name
it LERES o Senior Development Program ‘ 9
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2
0 18 SAVE CANCEL

e Once the people group for attendees has been created, you can select the people to add
to it. In the left-hand menu, click to navigate to the Included section.
o Click People to add individuals, then click PEOPLE.
o Select the people you would like to add.
o Click SAVE when you are finished or click CANCEL to discard your edits.



<  People Groups | Senior Development Program Q Search here...

DETAILS
People selected in this condition will always form part of the People Group.

INCLUDED

@Signify

o 9  PEOPLE  REMOVE MULTIPLE PEOPLE
Grouped Conditions !
PERSON JOB TITLE ORGANISATIONAL UNIT

EXCLUDED

A

People No data available in table

Grouped Gonditions
SUMMARY

Ho* & @ &

#

2
e 18 SAVE CANCEL

o Click Grouped Conditions to add groups of people based on criteria such as
job titles, organisational nodes, etc.
o Click SAVE when you are finished or click CANCEL to discard your edits.

Select from the Job list
Q. intermediate

SELECT JOBTITLE TOTAL LINKED POSITIONS

Intermediate Software Developer

0 Intermediate Test Analyst

Intermediate Business Analyst

e

e Alternatively, you can select the people to exclude from this group. In the left-hand
menu, click to navigate to the Excluded section.
o Click People to exclude individuals, then click PEOPLE.
o Select the people you would like to exclude.
o Click SAVE when you are finished or click CANCEL to discard your edits.



<  People Groups | Senior Development Program

People selected in this condition will always form part of the People Group.

9 i REMOVE MULTIPLE PEOPLE

PERSON JOB TITLE ORGANISATIONAL UNIT

eswgmfy
SoPrwase

EXCLUDED

o No data available in table

ttions

[

SUMMARY

* & 0

CANCEL

o Click Grouped Conditions to exclude groups of people based on criteria such
as job titles, organisational nodes, etc.
o Click SAVE when you are finished or click CANCEL to discard your edits.

«  People Groups | Senior Development Program Q Search here... ? T ™=

Al of the following conditions must be met before a person will be included in the People Group, for example:

« Ifonly aJob Title has been added, then all the people appointed in that Job Title will form part of the People Group.

« Ifonly aJob Grade has been added, then all the people in the linked positions will form part of the People Group.

= If only an Organisational Unit has been selected, only people appointed in that Organisational Unit will form part of the People Group.

- Ifonly a Reporting Line Type has been selected, only subordinates reporting to a specified manager for the Reporting Line Type will form part of the People Group.
EXCLUDED « Ifa combination of the above has been selected, people will be included when they are:

o Appointed in the Job Title, AND who are also

o Appointed in a Job Title with the selected Job Grade, AND who are also

& EesiCndion o o Appointed in the Organisational Unit, AND who are also

> Reporting 10 the specified manager for the Reporting Line Type

ditions

SUMMARY
=
4 »
[
* JoBs A
-
* CODE JoB TOTAL LINKED POSITIONS
5 No data available in table
JOB GRADES A
&
o JOB GRADE TOTAL LINKED POSITIONS
No data available in table
fmt

CANCEL

Set up approval workflows

Should an event require a manager’s approval, an administrator can configure an approval
workflow.

e Click the gear icon to access the Setup and Configuration menu.



Q Search here...

Setup and Configuration

My Colleagues My Performance Status

46

)

No contract for user

)

@ MORE INSIGHTS
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e Click Ruleset Setup.

Q@ Search here...

]

Setup and Configuration

Tenant Setup

o By 2\ - General

i - Themes
Product Setup
System Menu

Dashboard Widgets

System Access

My Colleagues

Image Resources

46

l Communications

Integrations

Ruleset Setup

Other System Administration
Master Data

Language

Job Management

People Groups

Organisational Structure

Product Setup

Roles

No contract for user

T e
Y

MORE INSIGHTS

e Select the ruleset you would like to update.



Ruleset Q Search here... h g H 2 % & 0

» RULESETID  NAME DEFAULT THEME URL LANGUAGE ACTIVE PEOPLE PRODUCTS ACTIVE

| 734 Signify Documentation @ signify Default https://live signifyhr.co.za/app/LLAMA94/signify000 en-GB 0 db [ ] |

* & @ &
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o
+ RULESET ~

e Navigate to the Products tab.

Ruleset | Signify Documentation

GENERAL THEMES PRODUCTS SYSTEM MENU DASHBOARD WIDGETS SYSTEM ACCESS COMMUN

]

Signify
SOFT WA

S

People

L Management

4,

=

Personal
@ Development Plan
(PDP or IDF)

w

*

e Click on the People Management product card, then click Product Setup.



Q Search here...

GENERAL THEMES PRODUCTS SYSTEM MENU DASHBOARD WIDGETS SYSTEM ACCESS COMMUNICATIONS IMAGE RESOURCES INTEGRATIONS

People . Performance Leaming Career &
Report Builder Leave Management _
Management Management Management Succession

Salary Review Event Scheduling

Personal

Mentoring &

" Development Plan
Coaching

(PDP or IDP)

t
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e Navigate to the HR Processes tab, then click +PROCESS FLOW.

< Ruleset | Signify Documentation | Products | People Management Q Search here...
VIEW/EDIT SETTINGS DOCUMENT CREATION o

28T
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W b WORKFLOW FALLBACK CONFIGURATION ~

0 When there is no Fallback on the Organisational structure, the Fallback configured here will be used
General Sensitivity Fallback High Sensitivity Fallback
o Chief of Operations (COO) - Aimee Campbell (1012.. 7 Chief of Operations (COO) - Aimee Campbell (1012... 7
&
WORKFLOWS N
[
NAME CODE APPROVAL LEVEL 1 APPROVAL LEVEL 2 MORE APPROVERS
(]
Senior Development Program | Approval SDP_Event1 Training Manager

*

=

5

o

)

o

e

e Enter the name and the code for the process flow.
e Select the workflow sensitivity fallback from the drop-down menu.



ADD A PROCESS FLOW

DETAILS

‘ Name* o [ Code * 9

The fieid name should align with the corresponding process flow. |This code is used by SigniBot (or external systems) 1o link the corresponding process flow.

WORKFLOW FALLBACK

If one of the selected approval levels do not have a person linked 1o it, the missing person will be replaced with the workflow that is set on each organisational structure of the
workflow originator.

Workflow Sensitivity Fallback
General Sensitivity Fallback e

APPROVAL LEVELS
Select one of the options (Reporting Line or Position Title) below for each of the approval levels.
LEVEL 1
Reporting Line Position Title

®| Line Manager | Select an option

Special instructions to person actioning this step Action Button Text

Approve / Decline

This is the text that will be displayed on the Action buttons

labels. postApprovalProcess

Not applicable

e From the drop-down menu, select the reporting line associated with the manager
responsible for this approval workflow.

ADD A PROCESS FLOW

DETAILS

Name * = Code *
The field name should align with the corresponding process flow. This code is used by SigniBot (or external systems) 1o link the corresponding process flow.

WORKFLOW FALLBACK

If one of the selected approval levels do not have a person linked 1o it, the missing person will be replaced with the workflow that is set on each organisational structure of the
workflow originator.

Workflow Sensitivity Fallback

General Sensitivity Fallback

APPROVAL LEVELS
Select one of the options (Reporting Line or Position Title) below for each of the approval levels.
LEVEL 1

Reporting Line Position Title

@‘ Line Manager o | Select an option

‘[ Action Button Text

Line Manager Approve / Decline

Performance Manager This is the text that will be displayed on the Action buttons
Secondary Reporting

Department Manager

Training Manager 2

PDP First Approver

e If required, add special instructions which will be displayed once the manager receives
training requests for this event.

e Using the drop-down menu, select the text to display on the action buttons on the
training request.



ADD A PROCESS FLOW

DETAILS

Name * = Code *

The fieid name should align with the corresponding process flow. This code is used by SigniBot (or external systems) 1o link the corresponding process flow.

WORKFLOW FALLBACK

If one of the selected approval levels do not have a person linked 1o it, the missing person will be replaced with the workflow that is set on each organisational structure of the
workflow originator.

Workflow Sensitivity Fallback

General Sensitivity Fallback

APPROVAL LEVELS
Select one of the options (Reporting Line or Position Title) below for each of the approval levels.
LEVEL 1

Reporting Line Position Title

®| Training Manager | Select an option

‘Special insiructions 1o person actioning this step Action Button Text
Review the following training request, and approve or decline the Approve / Decline 9

employee's request. o
{+]
® “

This is the text that will be displayed on the Action buttons

labels. postApprovalProcess

Job Management

e Click SAVE when you are finished or click CANCEL to discard your edits.

DETAILS

Name * Code *

Senior Development Program | Approval n SDP_Event1 D’

The field name should align with the corresponding process flow. This code is used by SigniBot (or external systems) to link the corresponding process flow.

WORKFLOW FALLBACK

If one of the selected approval levels do not have a person linked to it, the missing person will be replaced with the workflow that is set on each organisational structure of the
workflow originator.

Workflow Sensitivity Fallback

General Sensitivity Fallback

APPROVAL LEVELS
Select one of the options (Reporting Line or Position Title) below for each of the approval levels.
LEVEL1
Reporting Line Position Title

®| Training Manager ‘ Select an option

Special instructions to person actioning this step Action Button Text

Review the following training request, and approve or decline the Approve / Decline
employee’s request.

This is the text that will be displayed on the Action buttons

Post-approval process

Not applicable

“This action will execute upon approval of this step

CANCEL

e The new workflow will be displayed in the Workflows table.
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0 When there is no Fallback on the Organisational structure, the Fallback configured here will be used.
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o
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Create training interventions

If an event should be logged to the attendee’s training history, a training intervention should be
linked to it. However, before creating the event, the training intervention needs to be added to the
Training Intervention Library.

e Click the gear icon to access the Setup and Configuration menu.

Q@ Search here... Setup and Configuration

My Colleagues My Performance Status
“'

No contract for user

v

@ MORE INSIGHTS

e Click Other System Administration.



My Dashboard Q Search here... Setup and Configuration

Tenant Setup

Ruleset Setup

Other System Administration

Master Data

Language

« Job Management
) People Groups
Kudos My Colleagues My Perforn

- ‘ Organisational Structure
® ! Product Setup

VN

{ ) Thanks for your valuable contribution a
* 1@ Roles
= No contract for user
*
-3
a
&

Our Company Values HR Processes
| IMPROVI

fm}

The commitment to improvement means continuously seeking ways to enhance your
performance, skills, and processes. It involves a mindset of growth and an openness to g

e In the new tab that opens, click Training Interventions in the Training Scheduling
block.

Welcome to your Administration Portal

Your active subgroup is: All Peaple
The links below are frequently used links. To access all the available links, follow the menu structure at the top of this page

System Administration Company Administration Employees and Users Reporting Training Scheduling e-Leaming m
i ry ry
Configuration Manage Organisation Structure Manage Employees Reports Manage Training Events Manage Learning Pathways Manage Advertised Positions
Import Data Manage Job Profiles Manage Users Last Run Reports Manage Attendance Register Training Interventions Application Action Statuses.
Email Netification Templates Manage Subgroups Manage Access Requests. Manage Reporting Structure Training Interventions Assessment Builder - Question List Application Phases
Email Notification Scheduled Tasks Image Uploader Report Builder Reports Venues Assessment Builder - Assessment L Application Actions
SMS Notification Tasks Training Providers Assignment Management View CV Database
Due Dates & Notifications Event Classifications Practical Assessments Confiqure Letter Types
v v
Performance Management Lists / ies
a
Performance Years Assessors / Moderators
Mentors and Coaches
Programmes
Qualifications
Training Interventions
Training Providers
! v
Welcome: Aimee Campbell (10120157 - 10120157) | Schema Tag: [174] LLAMA94 | Active Subgroup: All People V83203  Signify Software

e The Training Intervention Library will open in a new tab. To add a new training
intervention, click ADD.



m Training Intervention List

Search

Description Type v
SETA SETA

Name Period .

[ SETA Is PIVOTAL
[ show Disabled Training Intervention

DELETE IMPORT TRAINING INTERVENTIONS IMPORT ATR DETAILS COPY ATR DETAILS

Previous 20 || Next 20
No results found for your current search criteria

Previous 20 || Next 20

3

Welcome: Aimee Campbell (10120157 - 10120157) | Schema Tag: [174] LLAMAO4 | Active Subgroup: All People V83203 © Signify Software

e Complete the details for the course’s training intervention. Please note that all the fields
marked with an asterisk (*) are compulsory.

o Fill in the name, then select the pathway step type and training provider (if
applicable) from the drop-down menus.

m Training Intervention Detail

List > [15646) Senior Program

ion Detail Costing Structure | Documents | MQA Registration | P | Link i | LinkUnit Standards |  Related Courses | Pathway Rules | Assessors

I save Training Intervention [ Save Add New @ Back

Code

Document Reference Number

[[Traiing intervetion Name - | @) senior Deveiopment Program
Deseription oy
’ Bysource | o g 2
B I USxx* T 2 =c==ve @EBLB-Ov @B — =
A Alv Av @Y

Pathway Step Type e Certification Point ~
[ 1@ o -

Welcome: Aimee Campbell (10120157 - 10120157) | Schema Tag: [174] LLAMAG4 | Active Subgroup: All People V83203 @ Signify Software

o Select the learning type, nature of learning, training classification, training
category, and skills priority from the drop-down menus.



(1] Classroom e

Nature of Learning * 9 Internal v
Training Classifcation - 6 Local Training v

Legislative First Category ~

Legislative Second Category -

Mobile Application Template

| @ The template contains a transcript and is viewed on the mobile application when the attempt s completed and has been synced to the LMS from the mobile application

Is PIVOTAL Training O

Is Mandatory [ @ Thisis only for reporting purposes.

Hours 1]

‘Automatic Certification D

SAQA Accreditation D

o @ Only applicable to Assessment Pathway Step Type training inferventions
Allow viewingof transcripts () 'y selacted, all transcripts can be viewed in a single view on an employee (Manage Employees -> Employee Development -> Assessment List)
@ Documentation needs to be uploaded when a learer record is created for this intervention

Documentation Required 3 ™ Licence approval workflows will only be created when documentation is provided

Exclude from Reports [ @ only available on specific reports
Training Categary * o E - Work-Integrated Learning -
Sub Category -

Other v

Leamnership options

Update mentor manually [0 @ only applicable when this training intervention forms part of a learnership’s requirement:

5.
‘When selected a mentor needs to be selected for this training intervention. Ifnot selected, an employee's line manager will be their mentor on this training intervention.

For NOF alligned courses only

Welcome: Aimee Campbell (10120157 - 10120157) | Schema Tag: [174] LLAMAO4 | Active Subgroup: All People

V83203 © Signify Software

o If required for compliance purposes, select when the learner record will expire.

Learner record expiry options

1o send expiry warning notification:

(® A leamer record created for this course never expires.

(O Learner records for this course expire months after a learner has complete

months before the expiry date (called the

@ Please Note: The expiry details: poen ially have a system-wide impact and therefore it s crucial that the correct expiry information is captured. Seme implications of an expired learner record s e.g. that a course is marked as outstanding on an employee’s PDP or that a pathway is seen as not completed. The functionality exists

) the course wil be re-opened and if a leaner repeats th g period onwards, he wil new learner record for this course. If the course is repeated before the advance warning period commences, the
leamer's existing learner record for this course is updated with the new resuits.

) Expire all eamer records completed before [ {Allleamer records with an will b di expired)

Printing of Certificates

@ whena plate is selected, the admi il always be able to print a Certificate via the Bulk Certificate Report.

When to print the Certificate

(@ When they have been found competent
O When they have completed the course

Who can print the Certificate?

[ Allow the leamer to print the Cert

Certificate Details

Certificate Template

Certificate Display Name

Training Intervention Image (300px x 200px)
‘SELECT IMAGE CLEAR IMAGE

Badges

Show as Badge ]

Welcome: Aimee Campbell (10120157 - 10120157) | Schema Tag: [174] LLAMAQ4 | Active Subgroup: All Peaple

V83203  © Signify Software

o Configure certificate printing for the course (if required).



Leamer record expiry options:

@ Please Note: The expiry details potentially have a system-wide impact and therefore it is crucial that the correct expiry information is captured. Some implications of an expired learner record is e.g. that a course is marked as outstanding on an employee's PDP or that a pathway is seen as not completed. The functionality exists

to'send expiry waming notifications.

(@) A leamer record created for this course never expires.

() Learner records for this course expire menths after a learner has complete

months before the expiry date (called the i ) the course will be re-opened and i a leamer repeats

leamer's existing learner record for this course is updated with the new results.

O Expire all learner records completed before | | (Alllearer records with an

gain from the ady g period onwards, he vil niew learner record for this course. If the course s repeated before the advance warning period commences, the

including) will b di expired)

Printing of Certificates

@ whena plate s selected, the admi il always be able to print a Certificate via the Bulk Certificate Report.
When to print the Certificate

(@ When they have been found competent
(O when they have completed the course

Who can print the Certificate?

[ Allow the learner to print the Certi

Certificate Details

Certificate Template v

Certificate Display Name

Training Intervention Image (300px x 200px)
‘SELECT IMAGE EAR IMAGE

Badges
Show as Badge ]

Welcome: Aimee Campbell (10120157 - 10120157) | Schema Tag: [174] LLAMAO4 | Active Subgroup: All People

V83203 © Signify Software

o At the bottom of the screen, click SAVE when you are finished, SAVE ADD
NEW to add another training intervention, or BACK TO LIST to return to the

Training Intervention Library.
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10 send expiry warning notifications.

(@) A leamer record created for this course never expires.

(O Learner records for this course expire months after a learner has completet

months piry date (called the i ) the course wil be re-opened and if a leamer repeats

leamer's existing learner record for this course is updated with the new resuits.

() Expire all learner records completed before \

Printing of Certificates

@ Vihena plate i selected, the admi il always be able to print a Certificate via the Bulk Certificate Report,

When to print the Certificate

(® When they have been found competent
() when they have completed the course

Who can print the Certificate?

[ Allow the leamer to print the Cert
Certificate Details

Certificate Template v

Certificate Display Name

Training Intervention Image (300px x 200px)
SELECT IMAGE EAR IMAGE

Badges

Show as Badge ]

SAVE SAVE ADD NEW BACK TO

imee Campbell (10120157 - 10120157) | Schema Tag: [174] LLAMA94 | Active Subgroup: All People

Welcome:

Success!
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Congratulations! You have successfully implemented the Event Scheduling module. For more

details on how to use the module, view the next chapter: Chapter 4: Using the Event

Scheduling module.
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