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What is a seminar? 
• Seminars are a way to organise face-to-face classroom or virtual (teams) workshops or other events using a 

course in your learning site.  

• Seminars allow the coordinator/facilitator/educator of a course to create a place for advertising, booking 

and recording attendance for workshops, training, study days, meetings etc. 

• These can be given: 

• Date 

• Time 

• Location 

• Duration 

• Maximum and minimum number of attendees 

• Restrictions around how many sessions attendees can book in on 

• ... and many more things 

• Learners enrol themselves in a course on the learning site and then in that course they sign up for the 

seminar event they wish to attend.  

• Seminars manage notifications to attendees via email.  

• Because seminars are inside a course on the learning site, they also make it easy for attendees to find 

related information, such as readings or pre-requisites.  

• Seminar attendance reports are visible to authorised people in the learning site. 

Setting up a real course 

• Course gets setup from the national standard course template that has been added to the District Category – 

this includes a seminar with good basic settings ready to go 

o A backup of the template course is taken and restored as a new course by administrator/local lead 

 

Backup and restore courses  
  

In the template course: Go to the Administration block, click on restore  

In the course backup area, click on “restore” next to the provided file.   

Scroll down. Click “Restore as a new course” option and click next.   

Search for your category by searching “Seminars for” as your key words. and click on the radio button for 

your district’s category, click next. Don't change anything on the screen that appears. Click next again.   

Change the course name and short name to a suitable name for the seminar course you are creating. Set the 

course start date to today’s date. Click next.   

Click on “Perform restore” at the bottom of the page that appears. Wait for the process to end. At the end 

of the process, click continue to open the course page. 

 

 

 

 

• You will need:  
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o information regarding the seminar which you will enter into course settings: Administration/Edit 

Settings – add details into Description box: 

 
o any prerequisite material 

o any post workshop material  

o rooms, dates and facilitators 

o any existing letters that are emailed out that can be used for the notifications from the system 

 

• Admin block - Course completion – just tick the required activities, don’t tick optional activities like extra 

reading  

•  Save. 

• Setup the seminar sessions and events as required using the following pages of this guide. 

 

 

Seminar settings 
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Add a new seminar event 
 

So that you don't have to go through that process of tweaking all the settings every time you want to set up an 

event, we recommend duplicating an existing event. This makes a new copy that you can then edit, change the date 

and time and anything else like description, and then save. It's a fast way of making new events within your face-to-

face activity. 
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Manually adding and removing users 
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Once you have the attendees sorted, don't forget to click "confirm" at the bottom of that window. 

When you do, if you have not chosen to suppress notifications, people will be emailed to say they have been signed 

up for the session, or to say that their attendance at the session has been cancelled, accordingly. 
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Messaging attendees 
 

 

 

 

NOTE: There is no sent items. Once you have sent the message, no copy of it is stored anywhere. So you may want to 

copy and paste the message that you send in an email to yourself for your own records. 
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Taking attendance 
The easiest way to take attendance is to mark attendance in the seminar activity during the event. You can do this 

on a computer, laptop, phone, or other device with internet access.  

Alternatively, if you don’t have access to the internet during the training event, you can download the attendance 

sheet and ask people to sign a paper copy which you enter attendance into the seminar activity at the end of the 

event. Please take attendance on the same day as the event for accurate reporting.  

On the right of the session click on the three dots and then select Attendees 

 

If you do need to use the sign in sheet and mark attendance at the end of the event, follow these instructions.  

From the Sign-in sheet section select your date and format you want to download the sheet in.  Access the file and 

choose `save as’ .csv. You will then have to consider how you present this information to the attendees before you 

print it.   

 

Mark attendance from within the seminar activity after the event on the same day. 

You can mark attendance in bulk, for all attendees listed or those selected with the tick on the left. Alternatively, you 

can mark attendance one person at a time. Remember to click Save attendance. 

 

Click on Take event attendance 
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To bulk mark all as fully attended, click on the drop down for “select learners” and choose “all” and click on the drop 

down for “mark as” and choose “fully attended” and click the “save attendance” button.  

 

To mark individuals, use the drop down to the right of their name and set the relevant status for that individual. 

When ready click the “save attendance” button. 

Ensure you have set the attendance status of everyone in the attendee list for accurate reporting. Do not leave any 

as “not set”.  

Use “no show” for attendees who did not turn up and did not contact you. Use “unable to attend” for those who did 

contact you to advise they cannot attend. Use “partially attended” if the attendee does not meet all your 

requirements of “fully attended” and needs to come again (such as resit the practical assessment component when 

that is part of your event).  

 

 

 

 

Cancelling an event 
There are two ways to cancel an event. 

The quickest way is to simply use the three dots and click delete event next to the event you wish to cancel. 
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We do not recommend this way as this completely deletes that event, and all evidence of it ever having existed, as 

well as all evidence of who had signed up to that event. You might need that information so you can offer them a 

different date.  

The way that we recommend cancelling an event: 

1. Message all the attendees before doing anything else advising them that the event they have signed up for 

will be cancelled. See Messaging attendees. 

2. Manually remove all the attendees from the event. They will be sent the official notice of cancellation by the 

system. See Manually adding and removing users. 

3. Change the date of the event (edit the event) and location (see Changing an event location, date or time). 

Dial the date back 100 years and scroll down to write in session title field “CANCELLED on (date)” and put the 

original event date in the custom facilitator field. It would look something like this: 
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Scroll to the bottom and click "Save changes". 

The reason we do this is so that the event now appears in the list of previous events, but it is clearly labelled 

"CANCELLED" with the details still recorded.  

 

Even though it shows 0 attendees, if you click on attendees you can then go to the "Cancelled" tab and see who was 

registered on the event before it was cancelled. 

This means there's a record kept. 

 

Changing an event location, date or time 

 

Don't forget to click "Save changes". 

NOTE: All participants who have registered for that session will be immediately notified that their session 

date/time/location has been changed. The email will contain a new calendar invite with the updated details. 
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What notifications are sent? 
Notifications can be altered in a seminar! There are two sets of notifications accessed via the administration block. 

The following notifications described are the legacy notifications, however, both sets of notifications should be 

reviewed for a thorough understanding.  

When someone signs up for an event themselves, they get an email confirming that they have signed up, and this 

email contains an attachment that has the calendar invite. They need to open this attachment and accept the invite 

for it to be added to their calendar. 

When someone is manually added/removed from an event (and the person doing this hasn't suppressed 

notifications), that person is sent an email telling them of this. 

When someone comes in and chooses to cancel their attendance at an event, they are sent an email with an 

attachment that will remove the previous calendar entry from their calendar. 

If event details are updated, such as date, time, or location, all participants who are signed up will receive an email 

telling them that the details have changed. 

If you message users, they receive an email from the system with that message. This comes from a no-reply email 

address, so if you want them to respond, provide an email or link for them to respond to in the body of the message. 

All attendees are sent a reminder two days before the event start time that they have registered for the event. They 

are sent the details of the event again. 

So, the quick list: 

• User signs up for an event 

• User cancels their registration at an event 

• User is manually added to an event 

• User is manually removed from an event 

• Date or time of an event is changed 

• Location of an event is changed 

• If an event is cancelled or deleted 

• Facilitator/course trainer messages users through the messaging interface 

• Reminder 2 days prior to event 

 

Other notes 
 Don’t use minimum bookings – it will cancel the event if the minimum is not met and will email all the people who 

signed up.  
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Jargon 
There's some language we'll introduce. The seminar module uses specific language about its own functions that may 

or may not map to the language you use for your synchronous online/classroom activities. 

When you're setting it up, you're adding a new ‘seminar’, because that's the name of the activity in LEARN. This 

translates to your workshop, training day, or training course. 

In some cases, it may be necessary to create multiple seminar activities in a course, but most of the time you'll just 

be needing one. 

Within the seminar activity, you create “events”. These contain the date, time, location details of when the actual 

workshop/training day etc is happening. 

A seminar activity can have multiple events and sessions. 
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An example  
In a course on knitting, I would have multiple topics that I teach over a series of weeks. I create a seminar face 

activity for each topic: 

• Seminar one 

o You will be introduced to the basics of knitting. You will learn casting on, knit stitch, purl stitch, and casting off. You can 

bring any knitting needles and wool, or we can supply you with some to use on the day.  

• Seminar two 

o You will learn how to read a basic knitting pattern, a little about yarn and needle gauge.  

• Seminar three 

o You will be introduced to some tools such as stitch markers, row counters and circular needles.  

o You will work on improving technique, getting a consistent tension and how to fix dropped stitches.  

• Seminar four 

o You will learn about stitches (stockinette, rib, seed, basket weave) and seams (invisible, mattress).  

Within each of these seminar activities, we have assigned events that tell the participants when and where we are 

running workshops on each topic. List of workshops (seminar activities). The learner chooses a date for each seminar 

activity, so they progress at their own pace.   



 
 

 

Te Whatu Ora Health New Zealand  Ko Awatea LEARN Seminar Guide Page 17 of 19 

 

 

Within one of seminar activities, there is a list of upcoming and previous (if there are any) events. 
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It is also possible to have one event with multiple sessions in it. This is useful for keeping a cohort of learners 

together over multiple sessions and signing up for all sessions with one sign up. Note - there is less control for the 

learner over their calendar this way.  
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