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User Manual

Event Management: Create
Master Data

As an example of working with Event Management master data we will populate a few Venues,
add an Event Coordinator and also discuss adding Training Interventions. This will be used to
demonstrate the importance of correctly registering your master data and also emphasise some of
the the functionalities of the master data sections.

Venues

The diagram below shows in a simple way how much information could be captured against a
venue. It must be added that Venues is probably the most comprehensive of the master data
sections. Besides populating the venues, the additional information that will also be discussed is:

e Room
e Campus
e Venue-related settings in the Event Management Module

Venues

Adding a Venue

1. Open the list of venues from the event management master data:
Modules | Event Management | Master Data | Venues | Venue
2. If a venue is to be deleted, tick its delete checkbox and click Delete.

3. To add a new venue, click Add. A blank venue page will open where you can provide the
appropriate details.

Adding a Venue
4. Complete the venue detail page and click Save. After submitting the venue, the previously
greyed-out tabs (Room, Communication, Address, Documents and Campus) become active.

5. Save Add New is used to to save the current venue and immediately create a next blank page
for another new venue to be added. This is a handy feature when you have to add multiple venues
one after the other.
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6. After saving a Delete button is displayed so that a venue can be deleted while still on the venue
screen.

The information on the venue’s other tabs is optional but can be of great help in preventing event
disasters e.qg. overbooking a room, booking an event on the wrong campus etc. When an event is
set up, the information provided on the other tabs will generate subtle warning messages e.q.
when allowing more attendees than a room can accommodate.

Adding A Room

7. Click to open the ROOM tab. On this screen, if it is an existing venue with existing rooms, a list
of available rooms is shown. This list looks similar to the list of venues.

e NOTE: Be sure to ALWAYS add a room called TBA (To be announced) for cases when the
specific room for the event cannot be determined up front. This room is shown on the
screen below.

8. Click Add on the room tab to add a new room to this venue.

List of rooms
9. Provide the room details and click Save to submit.

Venues Not Showing on Event Detail Page?

There are two reasons why a venue that was registered under master data does not show up in the
venue library on the event detail page:

¢ A setting is available in the Event Management module with which to select either of the
following two alternatives for venues:

- Allow events to be created by selecting ONLY the venue. (Therefore venues don’t
have to have rooms linked to them in order to be selected for an event)
- Force events to be created with a venue AND a room. (Therefore a venue without
at least one room linked to it cannot be selected for an event)

e The Event Management module is being operated on a campus basis and the venues in
the library have not been linked to their respective campuses.
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Enable cross-schema booking on rooms
(optional)

1. From the System Administration Tools menu, click to open the configuration item: follow the
navigation below and click show all.

System Administration | Tools | Configuration | Framework | Human Resources | Event Management

2. In the list of settings search for Enable cross schema booking on rooms and tick the setting
value checkbox. Click Update Settings.

On the Room Detail tab you will now see a new setting available that will allow you to publish
rooms to other schemas.

Enable cross-schema booking on rooms (optional)
3. Tick the checkbox of each schema you want to publish the room to, click Save.

Linking a Room to a Campus

Linking a room to a campus is an optional step and will not be discussed here. It is not a
requirement anywhere in the system and will not affect its working or the selections that can be
made.

Linking a Venue to a Campus

Linking a venue to one or more campuses is an optional step unless you operate the event module
on a campus basis. Refer to the working with campuses section for more information on setting up
campuses.

If the event management module was configured to operate on a campus basis, the following
should be considered when loading venues:

e Every venue must be linked to a campus to enable the venue to be used for an event.
e A venue can be linked to more than one campus, making the venue available for both.

In order to link a venue to a campus, follow these steps:
1. Open the list of venues from the event management master data:

Modules | Event Management | Master Data | Venues | Venue
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2. To open click on the venue that must be linked to a campus. From the venue’s tab strip, click
campus to display a list of linked campuses.

3. Click Add to open the campus selection screen.
4. From the list tick the campus that should be linked to this venue and click Select to link it.
If there are no existing campuses to link, click Add then complete and save the campus detail.

Linking a Venue to a Campus

Coordinator

As with the list of standard venues, a list of event coordinators can also be loaded. This library of
coordinators is then available for use in events.

Adding a new Coordinator

1. Open the list of coordinators from the event management master data:
Modules | Event Management | Master Data | Coordinator

2. Click Add to add a new coordinator to the library by selecting an employee from list of
employees.

Adding a new Coordinator
3. If a coordinator is to be deleted, tick its delete checkbox and click Delete.

Note: If the coordinator is currently linked to a future event, the message in the image below is
displayed:

The message warns that the coordinator(s) are still linked to events and, if you want to proceed
with the deletion of the coordinator(s), the earliest date on which the coordinator(s)

can be deleted. This date is typically a date just after the last event for a coordinator has been
completed.

Make your selection of coordinators to delete or to leave on the list and click Delete to accept the
future dates on which the remaining coordinators will be ended in the system.

Training Interventions
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The training interventions master data section contains a library of courses that can be used in
events. As such the information required seems relatively simple and only one field, the
Intervention Name, is mandatory. These are found on the Training Intervention Detail tab.

Training Intervention Detall

However, a closer look at the role the screen on the next page and its information plays, reveals
many important aspects that determine amongst other things:

e The name under which events etc., based on this intervention, will be saved to an
employee’s learner history.

e Whether learner records using this intervention will be able to be used in official reports.

e An important consideration is that every record logged in the Learner Records must have
a corresponding record in the training intervention library. An exception to this rule is
historical learner records imported into Signify HR from external sources.

Below is a description of the purpose of some the fields as well as some general guidelines.

1. Code

A code a client uses to uniquely distinguish this course. The code is not an auto-generated field.
2. Training Intervention Name (Required)

A name serving as heading for an intervention. Attention should be given to this name since it is:

e The name users would see when booking on an event by this name.
e The name under which a record will be written to an employee’s learner records.

The name under which an assessment is published.

3. Description

Describe the focus and contents of an event. The field allows text formatting.
4. Type

This field determines where (in which module) an intervention is displayed. If an intervention’s type
is:

e Classroom, it could only be used in Event Management.

e Assessment, it is visible as an activity when building assessments.

e Etc.

5. Training Provider



The training provider usually responsible for training on this intervention.

m Training Intervention Detail

Training Intervention List > [1 NTREPREMEURSHIP PMENT

Training Intervention Detail | Costing Structure | Documents | MQA Registration | RecoupCost |  Link Competencies | |

H Save Training Intervention H Save Add New @ Back

Code OENTREP'IEH

Training Intervention Name @ENTREPRENEURSHIP DEVELOPMENT
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@ It is increasingly being recognised that entrepreneurship is not something in bom; it can be developed in the
individual through various kinds of interventions.

Pathway Step Type OClassroom v

Training Provider ®9ignify Software A

6. Learning Type

An arbitrary categorisation. Potentially affecting the categorisation on reports. Examples of typical
learning types are 1 Day Classroom, Awareness Training, Motivation etc.

7. Nature of learning

An arbitrary classification of learning. Examples are Internal, External, Formal etc.
FOR NQF-ALIGNED INTERVENTIONS ONLY

8. NQF Level

Use only if the course is NQF aligned.

9. NQF Band
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1 - 4: General and further education and training qualifications sub-framework
5 - 7: College diplomas and technical qualifications
8 - 10: Degree and occupational qualifications

10. Credits

Use only if course is NQF aligned.

11. Hours

Number of hours the average person would need to complete this course.
12. Automatic certification

Can be used to automatically issue a person with a unique certificate number on successful
completion of a course. The rules for this are process-specific and must be configured by Signify
Software. To activate and use this option, please contact Signify for assistance.

Learning Type O Classroom ¥
®*

Nature of Learning O Formal Institution v
Training Classification International Training ¥

Hours 12

Automatic Certification

OO0

Disable Training Intervention [

SAQA Accreditation [
For NQF aligned courses only

NGQF Level | NQF level

NGF Band

OO

Credits ]

PRINTING OF LEARNER CERTIFICATES
13. Learner can print certificate when competent

If a person was marked competent on a course and this check box is switched on for the particular
intervention, the learner record would be available on the Employee Self Service Portal and the
employee could then print an official certificate for himself.

14. Certificate Display

If used, will override the intervention’s name with a specific certificate-friendly name.


https://signature.signifyhr.co.za/uploads/images/gallery/2021-03/QzbhwKCcJxRAlPu3-image-1616884144779.png

— Printing of learmer cerificates

[#] Allow leamer to print a certificate

©

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

Cerificate Template | Use

default v

Certificate Display Mame |

®

— Event Management Options

Event Management Category |

v | Only valid for *Classroom” Types

Participants

Minimum | 5

* Maximum |2U

16. Skills Priority

Used in SETA reporting.

Qutcomes — -
Bswce NR@ B||%XHEBGEGE« +»|BIUSxx|L|
Zz -k = =s(Qlh E Yle s mams iz
ISWIes vHFnrmat -HFont -HSize .“A- -]@
This field is used to formulate the intended outcomes of an intervention and is displayed on a course
15 ) -
pathway. The field allows text formatting
4
Skills Priority e Skills Development v
Frerequisite ) =
[Bsowce D B @ B|[ XD @@ & « ~|[B T US*x§
=i k|| e s 8 E|[(Q%E Y| mamE Q=
Istyles v] Format = || Font v” size -|| A- B~ @
G'D This field is used to stipulate the prerequisites for an intervention. The field allows text formatting.
4

18. Learner record expiry options
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Only used for reporting purposes.
19. Training category

A list of the DTI training categories. Find below a short definition for each category.

e A - Formal Qualification.

e B - Formal Qualification with mentorship.

e C - Structured Learning in the workplace with mentorship or coaching e.g. Apprenticeship
where practical involvement is required and formally accessed by an accredited body.

e D - Institutional instruction together with structured, supervised experiential learning in
the workplace (Learnership).

e E - Structured, supervised experiential learning in the workplace which may include some
institutional instruction - such training typically has an assessment linked to it.

e F - Structured information sharing or direct instruction involving workshops, seminars or
conferences and short courses with no assessment link to it.

e G - Informal and on the job training.

20. Sub category
For reporting purposes.
21. Log to Learner record

Tick this box if an intervention should cause the Log to Learner Record checkboxes to be ticked
by default on step 3 of the Attendance register of an event.

Leamer record expiry options
® A leamer record created for this course pever expires.

Learner recards for this course expire months after a leamer has completed it

manths before the expiry date (called the advance waming period), the course will be re-gpened and if a leamer repeats the course again from the advance

warning period onwards, he will receive a new leamer record for this course. If the course is repeated before the advance waming period commences, the leamer's existing
learner record for this course is updated with the new results,

am (Al learner records with an end date before {and including) this specified date, will be displayed
as expired.)

Training Category @ G v
Sub Category v

Pathway and Event Managemeant Options

o AddTo Leamer Record @
Save Add New Back To List

Expire all learner records completed before

Costing Structure
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The Costing Structure tab allows a user to specify the cost elements for an intervention. This
structure is then available on employee learner records, on training event attendance registers etc.

Note the following when specifying the cost elements:

1. Click Add to add new cost elements from the cost elements library.

e For every cost element you can specify:
o The proposed amount to be billed per course attendee.

o Whether the amount is Editable for a specific event. (Meaning if changed it would be
changed for all attendees on the event as well)

o Whether the amount can be Changed per Attendee. (If this is ticked in addition to
Editable, the implication is that the amount for a cost element can be changed not
only on an event level but also on an attendee level.

Costing Structure
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Event Management: Create a
new Event

1. Open the event management module
Modules | Event Management | Administration | Manage training

2. Click Add New Event.

A blank Event Detail screen is opened where the event is planned. If any fields on the event detail
screen are automatically filled in when it is opened, it is because a default event template exists
which serves as the starting point for all new events. This default template is used to pre-populate
every new event with selected information e.qg. prices, requirements etc.

On the blank event detail screen, note the following:

e There are a number of inactive tabs at the top of the page. These are used to more fully

plan and describe the event and will become active once the event detail page is saved
the first time.

e Use the hand icons next to some of the fields to open a standard list of items to select
from.

Specify dates by making use of the calendar icons.

Fields with an * are compulsory.

The Attendance Requirements section is used to set the number of attendees allowed
as well as to make provision for a waitlist on the event. It also enables you to determine
the cut-off dates for bookings and cancellations.

Normally events can only be booked on up to the day before the event. If it is required to
keep the event open for bookings to the day of the event, set the booking cut-off days to -
1. This should however only be used for special cases.
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3. Complete the event detail page by selecting appropriate values and then clicking Save. If a
warning message appears acquaint yourself with the contents because in many cases it could warn
you of possible conflicts e.g. number of seats available etc.

Note how the STATUS and EVENT STATUS fields of the event change when the event is saved.

Notes on Using the Libraries

Some of the libraries used to select items from are either interdependent or dependent on other
events. A few examples are:

e The Provider field is populated from the Training Intervention library.

e Only venues that are available for the selected dates are shown. On the library search
screen, tick the Show venue/room that will be double booked checkbox if all venues must
be shown.

e If a coordinator is linked to one or more campuses, only these campuses will be available
in the campus library. In some cases the coordinator and his/her campus are
automatically set.

e Only facilitators that are available for the selected dates are shown. On the library search
screen, tick the Show Facilitators that will be double booked checkbox if all facilitators
must be shown.

At the top of the page a ribbon of new functionalities has now appeared besides the previously
inactive tabs that have now also become active.

Notes on Using the Libraries
Save Event

Saves the event details and displays a Saved Successfully message as confirmation.
Copy Event

Use the current event as a template to create another event from. All details will be copied over
but you will be expected to provide a new event date and time.

Settings

Specify event-specific characteristics e.q. if the event can be booked from a training pathway etc.
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Confirm Event
Once it is certain that an event will go ahead as planned it can be confirmed by clicking this button.
Cancel Event

An event can be cancelled at any stage by clicking this button. The event will not be deleted but
will be moved to the Cancelled Events status where it could still be viewed or even reused.

Finalize Event

The event has taken place, the attendance register has been completed and all invoices paid etc.
Click this button to finalise and “archive” the event.

Publish Event

An event is not visible to the general users unless it is published. Even a planned event can be
published and will allow bookings as an indication of interest.

Additional tabs on the event page will become available once the user clicks the Advanced
Options tab. The working of these is discussed in the Advanced Options section.

A very useful functionality on the ribbon can be accessed via the Copy Event button.

Cross-Schema venue booking

e On the Event Detail screen click the hand icon to open the venue/room library.

Cross-Schema venue booking
1. Select the Show Venue/Room published to all schemas radio button, click Search.

2. Click View venue schedule to see available dates before you select a venue.

3. From the Venue/Room list select the radio button of the chosen venue, click Select.

Copy Event

Properly populating an event with all the necessary information could take quite a while. Clicking
the Copy Event button enables a user to re-use existing events to create new ones.

1. From the Manage Events page, locate the event that is to be re-used or copied.

2. On the functionality ribbon, click to open the Copy Event screen shown below.
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Copy Event
e The entire event can be copied to a new event but in the process changes are allowed to
the new event’s schedule. How much this is changed can be indicated by using the Copy
Type radio buttons. (Radio button Copy event using existing schedule selected)
e If the radio button Copy event and create a new schedule is selected, the screen
changes as follows.

3. Make the required schedule changes and click Copy.

e The event is copied to a new event and a confirmation is displayed containing the new
event’s reference number.

Cancel an Event

An event can be cancelled at any stage in its lifecycle even when attendees are already booked on
it.

1. To cancel an event, locate and click the Cancel Event button on the Event ribbon.

2. The following confirmation is required, allowing a user to indicate if cancellation notifications are
to be sent to attendees already booked on the event.

Cancel an Event
Event cancellation notifications ARE NOT AUTOMATICALLY SENT OUT to attendees when an
event is cancelled. The checkbox shown above must be explicitly ticked to enable this functionality.
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Event Management: Book a
Course

From the moment that an event is published it is visible to users who then can request a booking
on it or in the case of a manager book his/her employees.

The Manager's View

When a manager logs into the Signify HR system he has the same navigation options as a normal
user. Remember that a manager is firstly a general system user and secondly a manager of
employees. A user who logs into the Signify HR Suite has two options by which to access events
and related information.

Standard functionalities

Advertised Events, My Requests, My Notification, My Events, Help Contact Information, Reports

These are the standard functionalities available to a manager. They are exactly the same as the
functionalities available to a general system user since a manager must be able to manage his own
training events and courses as well.

From the portal

e Navigate to the book a course portal

Option 1: My Quick Start | Book a Course

From the portal
Option 2: Quick Links | Book a Course

e You should now be able to see a list of available courses.
e Using the view by tool displayed below you can choose how you want the events to be
displayed.
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e When viewing by Category click the plus sign next to a node to expand the category and
display the individual events.

e When the category grouping is expanded the individual events are shown as indicated
below.

The manager books himself on an
event (as a user)

e Click the View/Book hyperlink next to an event to request a booking.
e On the Event Detail screen read through the event details, click the Book Event button.
e Read through the event booking, and click confirm booking.

The manager books himself on an event (as a user)

Email Template - Event Request

ET1 - Booking request mail sent to the user (manager) once the manager booked himself on an
event.

Email Template - Event Request

The manager loads his employees onto
an event

In addition to the general user functionalities a manager must also be able to manage the training
requirements of his employees. This menu item enables the manager to view and approve all his
employees’ booking requests as well as their requests for new training events to be scheduled.
Although the manager stays primarily responsible for these duties, the system coordinator can also
perform them when necessary.

Rules when a manager books his employees on an event:


http://signify.screenstepslive.com/s/10619/m/34938/l/342393-3-event-management-book-a-course/show_image?image_id=6002242
http://signify.screenstepslive.com/s/10619/m/34938/l/342393-3-event-management-book-a-course/show_image?image_id=6481381
http://signify.screenstepslive.com/s/10619/m/34938/l/342393-3-event-management-book-a-course/show_image?image_id=6481384
http://signify.screenstepslive.com/s/10619/m/34938/l/342393-3-event-management-book-a-course/show_image?image_id=6481388

e Book my Employees button is visible on the screen where all the learning providers
(schemas) are listed.

e A manager can only book his employees on courses IN HIS OWN SCHEMA. No cross-
schema booking seems to be available yet.

e On a daily basis, if a person is detected to be a manager, the Event Manager role will be
assigned (or revoked if he is no longer a manager).

e Employee bookings made by the manager will go straight to the Pending Confirmation
status which will allow the academy to book the person. No further approval is required.

e A manager will be able to only book employees reporting to him as their TRAINING
MANAGER (or line manager depending on the current setting determining this)

A manager can book his/her employees by following these steps:

1. Navigate to training calendar (book a course).

2. Click the View/Book hyperlink next to the desired event / training to be done.

3. On the Event Detail screen read through the event details, a Book my employees tab
is available where you can select the employees reporting to you in the capacity of
Training Manager (this reporting line can be modified but more on that later).

4. Click Add Employee, a list of employees reporting to you is displayed.

The manager loads his employees onto an event

e From the list of employees mark the checkbox (see below) of each employee you want to
book on the selected course, click Select.

Note below that after clicking the select button the letter 'R' appears next to the checkbox to
indicate that a booking request has been send.

e Click Close.

e All requests will now be displayed under the Book my employees tab.

Reporting line as training manager

The event management training manager reporting can be modified:
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System Administration | Tools | Configuration | Framework | Global Settings | Learner Record /
Event Management

Reporting line as training manager
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L ink Evaluation to an Event

Navigate to: System Administration | Modules | Training Scheduling | Administration | Manage
Training

The steps required to link an Event Evaluation to an Event, is the focus of this article.

1. Find your Event

Search for and select the event you want employees to evaluate.

2. Navigate to the Evaluation Tab on
the Event

1. Click on Advanced Options for more options related to the Event.

X

2. Click on the Evaluation tab to open the Evaluation List screen for the Event.

X

3. View the Evaluation List screen
detalls

On the Evaluation List screen you can:

e Add a new Evaluation

e Delete an Evaluation

e View feedback received from an Evaluation
e View the report by Attendee

e Publish the feedback to the LMS portal



e Search for Evaluations.

Event Detail Schedule Notes Documents Attendance Price Cost Structure Learner Record Cost Requirements
+ Add Evaluation  |f Delete Evaluation @ View Feedback .".1 View Report By Attendee f. Publish Feedback & Back

Evaluation List

i@ Remember fo populate the Evaluation settings by navigating to 'Event Deiail' tab and clicking on settings. The 'Number of days after the event that appraisal is sent to attendee’
and 'Number of times the appraisal should be sent when no response’ setting values cannot be empty. These values must be set to 1 or more in order for the Event Evaluations
to work as expected.

'
Add Back To List

The screen message on the Evaluation list contains important information. Remember to read it to
ensure you complete all required actions for your evaluation to be sent to end users.

4. Add the Evaluation to the Event

1. Click on the Add button on the Evaluation List screen to select an Evaluation for this
Event.

2. Select the Evaluation you want to use from the list.

3. Click the Select button to link the Evaluation to the Event.

4. Click on the Close button to Return to the Evaluation List screen

Event Detail Sched

[ signifyHR - Google Chrome = O X
o Add Evaluation  |j§ De ® Not secure | shakespeare/signifyhr_masterqga/app/HumanResources/EventManagement/Admin/Appraisallist.aspx?Allo...

Ewvaluation List !‘

| | Evaluation List
@ Remember to populate the \

and 'Mumber of fimes the a

I
to work as expected. ’ /4
Description o
o o~
N
Add

-I Previous 20 || Next 20

Previous 20 || Next 20 Select Description

Mo results found for your currer 7 MdP Test Event Evaluation o
il

Previous 20 || Next 20 Previous 20| Next 20

Select Close o -
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5. Setup the Event Setting for the
Evaluation

1. Select the Event Detail Tab.
2. Select Settings to view the Event Settings.

3. Update the value of the Number of days after the event that appraisal is sent to attendee.
e The value must be 1 or more

4. Update the value of the Number of times the appraisal should be sent when no response.
e The value must be 1 or more

5. Click on Save Event Settings, to apply the changes you have made.

Event Detail Schedule Notes Documents Attendance Price Cost Structure Learner Record Cost Requirements
H Save Event Settings _o_ck
S —

Event Settings

Setting Description Setting

Allow the event to be booked from the pathway only

(-]

Number of days after the event that appraisal is sent to attendee

Murmnber of times the appraisal should be sent when no response

©

What happens next?

Based on the settings, the Evaluation will be sent to the employee or made available on the LMS
portal.

For example, if the setting values are set as indicated below:

 Number of days after the event that appraisal is sent to attendee = 7
e Number of times the appraisal should be sent when no response = 3
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e Event ended Tues 2018/10/02
And the following is true:

e Event Status is "Planned" or "Confirmed".
e Employee Booking Type is "Confirmed Booking".
e Employee Attendance Type is "Attended".

The following will happen:

e The email will be sent on Tues 2018/10/09, Wed 2018/10/10 and Thu 2018/10/11

e The employee will receive the Evaluation email 7 days after the event end date, for 3
days.

e The Evaluation email will be sent up to 3 times if no response is received.

e The Attendee can access the Evaluation from the end date of the Event until the last day
of the last email reminder on Thu 2018/10/11

Where can the Attendee access the Evaluation?

e By clicking on the URL in the Email they receive
e From within the LMS on the Evaluation Tab for the specific Course

oy AT T

SOFTWARE

Event List » [Ref: 398] MdP Event Evaluation Test Event
i Book a Course
: Event Detail Documents Price Evaluation Feedback
Learning Store

Clicker Assessments Back To List
My PDP
Description & Clear
Reports
Notifications Back To List
Training & Performance ¢S

Advertised Positions
Evaluation Status
2 System Administration

IMdP Test Event Evaluation Mot started

©

Manage Attendance

* Manage Employees < 2
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How does the End User see the
Evaluation?

The Evaluation displayed to the End User can contain:

e An Overall Rating
e Questions as linked to the Evaluation

X




User Manual

Configure Microsoft Teams and
Zoom to use as a Online Event
Platform

Please se attached PDF and Word document that explains the process to Configure Microsoft
Teams and Zoom to use as a Online Event Platform in the Training and Scheduling Module ( Event
Management ).



User Manual - Condensed

1. INTRODUCTION

The Event Management module forms part of the Learning Management System (LMS) in the
Signify HR Suite of Software. Its main purpose is the efficient management of events.

The module enables an event to be taken through its entire life cycle i.e. from setting it up,
managing booking requests from prospective attendees, booking request approval by
management, formal booking by a training academy, the printing of attendance registers,
capturing of learner records, and the eventual closure of the event.

The Event Management module is strictly process and role-driven and in this manual, the different
roles are dealt with according to their responsibilities at different stages of the event management
process. In other words, understanding the event management process is of the utmost
importance.

The focus of this manual is to enable an Event Administrator to quickly set up an event, without
any bells and whistles. Additional features are dealt with later in the manual.

1.1. The main phases which will be covered are:

Create a training intervention (the name of the event)

Create a closed event

Load attendees

Print a paper-based attendance register for attendees to sign
Complete the electronic attendance register for the attendees

e wN e

2. USER ROLES IN EVENT MANAGEMENT

The following roles play a part in managing an event. In the table that follows, a general definition
is given for each as well as typical activities PER role.

For a user to be able to perform the activities in the following pages, the user must be assigned the
role of Event Administrator. Kindly refer to the Event Management Advanced manual for the steps
to assign roles to users.

Role Definition Typical Activities



General User

Manager

Event Manager

Event Coordinator

Event Administrator

All employees having to book
themselves on events

All employees having people reporting
to them and who is expected to
approve booking requests

All employees having people reporting
to them and who is expected to book
their own employees

An employee explicitly assigned the
role of coordinating events in the
module

An employee explicitly assigned the
role of system administrator on the
Event Management module

e Search for and view
advertised events

e Request event bookings

e Search for and download
learning guides

All the normal user activities plus:

e Receive event booking
request notifications from
employees

e Approve/decline booking
requests

All the normal user activities plus:

e The ability to book
employees reporting to
them on events

o Create new events

e Act as the coordinator
(with all the implied
responsibilities)

¢ Manage booking requests
on behalf of managers and
employees

e Make event bookings

Manage the event

Print attendance register

e Complete the system
attendance register and
update learner records

e Answer event queries

Full administrative control over:

e Master data
¢ Employee management
e Events

3. CREATE A TRAINING INTERVENTION IN

THE LIBRARY

Before an event can be created, its name must exist in the Training Intervention library. See below
the recommended minimum fields to be completed in this library to make the name available for
an event’s creation.

3.1. Getting There



From the main menu, click System Administration | Modules | Training Scheduling | Master Data |
Training Interventions.

3.2. What do | do?

Provide information in the following fields. A detailed explanation of the remaining fields can be
found in the Event Management Advanced manual.

1. Training Intervention Name (Required)

A name serving as heading for an intervention. Attention should be given to this name since it is:

1. The name users would see when booking an event by this name.
2. The name under which a record will be written to an employee’s learner records.

2. Pathway Step Type

This field determines where (in which module) an intervention is displayed. If an intervention’s
type is Classroom, it can only be used in Event Management.

3. Learning Type

An arbitrary categorization. Potentially affecting the categorization on reports. Examples of typical
learning types are 1 Day Classroom, Awareness Training, Motivation, etc.

4. Nature of learning

An arbitrary classification of learning. Examples are Internal, External, Formal etc.
5. Training Classification

An arbitrary classification of learning. Examples are Local, Soft Skills etc.

6. Training Category

A list of the DTI training categories. Find below a short definition for each category.
A - Formal Qualification.

B - Formal Qualification with mentorship.

C - Structured Learning in the workplace with mentorship or coaching e.g. Apprenticeship where
practical involvement is required and formally accessed by an accredited body.



D - Institutional instruction together with structured, supervised experiential learning in the
workplace (Learnership).

E - Structured, supervised experiential learning in the workplace which may include some
institutional instruction - such training typically has an assessment linked to it.

F - Structured information sharing or direct instruction involving workshops, seminars or
conferences and short courses with no assessment link to it.

G - Informal and on the job training.
7. Skills Priority

Typically linked to the SETA skills priorities e.g. Technology, Risk Management, and Compliance,
etc.

See below an example of the full Training Intervention screen.

4. CREATE A CLOSED EVENT

A closed event is an event that is fully controlled by the event administrator. Some of its
characteristics are:

e General users cannot request a booking on a closed event.
e Only the administrator can load, book and/or decline attendees.

A fuller explanation of event creation can be found in the Event Management Advanced manual.

4.1. Getting There

From the main menu, click System Administration | Modules | Training Scheduling | Administration |
Manage Training.

4.2. What will you see?

On reaching the Event List page, note the following.

1. Events scheduled to happen in the selected date range are listed.
2. Always use the SEARCH section to make sure your event has not been created yet.


http://signify.screenstepslive.com/s/10619/m/86723/l/1064918/show_image?image_id=2311882

3. Note the Event Reference Number, which is a unique number assigned to every event.
You will primarily use this number when searching for or referring to an event.

4. Next to each event, find the ACTION button which gives you access to either edit the
event or to jump directly to its attendance register.

5. The tabs in the middle of the screen allow grouping of events according to their progress e.g.
in planning, details confirmed, canceled, or finalised.

4.3. What do | do?

1. Click on Add New Event to open the screen below. Note the following when using the
screen.

2. There are several inactive tabs at the top of the page. These are used to more fully plan

and describe the event and will become active once the event detail page is saved the

first time.

Use the Hand icons next to some of the fields to open a list of library items to select from.

Specify dates by making use of the icons.

Fields with an * are compulsory.

The Attendance Requirements section is used to set the number of allowed attendees

as well as to make provision for a waitlist on the event. It also enables you to determine

the cut-off dates for bookings and cancellations.

7. Normally events can only be booked up to the day before the event. If it is required to
keep the event open for bookings to the day of the event, set the booking cut-off days to -
1.

8. Complete the blank event detail page by providing or selecting appropriate values and
then clicking Save

oU s W

Once you have saved the page, note the following:

1. The event gets a unique reference number, assigned in the Smart Navigation field.
2. You can now Copy the Event for reuse if needed.
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3. You can group or even cancel the event using (Confirm Event, Cancel Event, Finalize
Event)

4. Assume the event will be sending a communication via email notifications to attendees
and the email address FROM which they will be sent is shown around the top of the
screen: ########HH#@company.com

5. LOAD ATTENDEES ON A CLOSED EVENT

In the previous steps, a closed event was created, saved, and a unique reference number assigned.
In the following steps, attendees will be added to the employee database. For a more detailed
explanation of working with nominations and attendees, kindly refer to the Event Management
Advanced manual.

5.1. Getting There

From the main menu, click System Administration | Modules | Training Scheduling | Administration |
Manage Training, to open the Event List screen.

If you are still not on the newly created event’'s Event Detail tab, search for the event, then click
Action | Edit Event Details.

5.2. What do | do?

From the list of tabs now displayed at the top of the event, locate and click Attendance.

Before going to the ATTENDEES section, note the purpose of each section:
Request

Two types of booking requests are handled here:

e Booking requests from prospective or nominated attendees.
e All prospective attendees whose requests were approved by their managers.

Attendees
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All attendees for whom there is a booked reservation, are listed in this section.
Attendance Register

Several functionalities are contained in this section:

e All booked attendees from the ATTENDEES section are present.

e Attendees without bookings (gate-crashers) can be loaded.

e An attendance register can be printed.

e An electronic attendance register can be completed and saved against each attendee.
e Various reports

1. Locate and click to open the Attendees section.

2. Click Add Employee to search for and load attendees from the employee database. The
moment an attendee is loaded, the system sends an email communication with the course
details and optionally a calendar invite.

3. Alternatively, click Import Employees to import multiple attendees from an import
sheet.

4. Note while searching for employees how the system warns of events on which the
attendee is booked on in the vicinity of the current event.

5. The people loaded here are all seen as “booked”, i.e. they have a reserved place and are
expected to attend. This booking is therefore not just a nomination it is already
confirmed.

Zoom:

6. PRINT A PAPER-BASED ATTENDANCE
REGISTER

After loading attendees in the Attendees section, preparations usually start for the event to take
place. One of the actions is printing the attendance register.

For a more detailed explanation of all the functionalities on the Attendance Register section,
kindly refer to the Event Management Advanced manual.

6.1. Getting There
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From the main menu, click System Administration | Modules | Training Scheduling | Administration |
Manage Training, to open the Event List screen.

Locate the event and click Action | Edit Event Details.

6.2. What do | do?

1. Ensure the Attendance Register section is selected.

2. When opening the section, all the employees loaded as attendees in the Attendees
section will also be listed on the Attendance Register screen.

3. Look for the screen section Attendance Register Printing Options.

4. Select the appropriate report format (e.g. All information on same page) and click
Preview to generate a printable attendance register from the attendee information.

5. Take the attendance register to class and have all attendees sign it.

6. Bring the signed register back to the office for the next phase of the process.

Zoom:

/. COMPLETE THE ELECTRONIC
ATTENDANCE REGISTER

On completion of a training event, one of the activities taking place afterward is updating the
attendance register on the event. This has the following benefits:

Completing the electronic attendance register enables you to create a learner record for
each attendee.

An attendee can print a course certificate from the learner record if this is allowed for the
course.

If the event is linked to a pathway, the event will show as attended on the pathway.

If the event is linked to an employee’s PDP record, the PDP record will show as completed.

For a more detailed explanation of all the functionalities on the Attendance Register section,
kindly refer to the Event Management Advanced manual.

7.1. Getting There

From the main menu, click System Administration | Modules | Training Scheduling | Administration |
Manage Training, to open the Event List screen.

Locate the event and click Action | Edit Event Details.
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7.2. What do | do?

1. Ensure the Attendance Register section is selected.
2. When opening the section, all the employees loaded as attendees in the Attendees
section will also be listed on the screen.
3. Keep the signed attendance register handy. On it you will have 2 types of entries:
e People who were booked.
e People who were not booked but nevertheless attended the event.
4. Use the paper-based attendance register and transfer all needed information to the
employee’s electronic record as follows.
5. Tick the following 2 checkboxes, or just the Select box if needed. Ticking Log to
Learner Record will create a learner record for each attendee.
6. Pay attention to the following fields:
e Attendance Type e.qg. Attended
e Competent e.g. Not Yet Competent
e The Comment field, if needed.
7. Save the entire page when done.

Zoom:

8. ADDITIONAL FUNCTIONALITIES ON AN
EVENT

The following are convenient functionalities to be aware of when working with events.

8.1. Event Email Communications

See below a diagram of the most important emails that can be triggered from the events module or
click on the PDF link.

Mind Map - Event Management Emails 15-09-2016.pdf

8.2. The Event List Screen

1. Always consider the date range when searching for events.
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2. If an event cannot be seen on the screen in front of you, look whether it is not present on
one of the grouping folders e.g. Confirmed Event, Finalized Event etc.

8.3. The Event Detail Tab

Many fields draw their information from data libraries e.q.

e Training Interventions
e Providers

e Venues

e Coordinators

e Facilitators.

These are indicated by a Hand Symbol If the required information is not present on the list, refer
to the Event Management Advanced manual for information on populating the libraries.

8.4. The Event Schedule Tab

1. If an event’s dates (called the schedule) must be changed, access the schedule from the
event's internal tabs.

2. Click the Advanced Options tab to reveal additional functionalities

3. Use the Documents tab to upload documents (e.g. brochure, training material etc.) to an
event. If flagged, some documents will be automatically included on emails to attendees.

4. Use the Cancel Event button to cancel an event and send a cancellation email to all
booked attendees.
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Quick Reference Guides &
Practical Exercises



List of Quick Guides & Exercises

Click on the Download links to download the documents.

Name

Practical Exercises Download

Adding a Training Provider - Barcode Scanner App Download
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