Health New Zealand
Te Whatu Ora

Seminar guide for educators, facilitators and coordinators
This is a generic guide for educators, facilitators and coordinators involved in running education events.

Always ensure you are up to date on local processes. This guide is a support only and may include content not
relevant to your role. Please ask if you are unsure.
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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:

e Date
e Time
e Location

e Duration

e Maximum and minimum number of attendees

e Restrictions around how many sessions attendees can book in on
e ...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.

Log into the learning site.

Use Find Learning to go to the relevant course page.

o
-
o e

Click on the seminar activity in the course page. The icon for the seminar looks like this:

Existing events in the seminar activity are listed as Upcoming events and Past events.
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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

Event status Booked Session times Rooms Facilitators Actions |
Upcoming 3/12 4 September 2024, 1:00 PM - 2:00 PM .
. Go to event e |
Booking open \ ) ‘
- -
Upcoming 0/12 8 October 2024, 1:00 PM - 2:00 PM | _Event detals

Booking open Attendees ‘

Edit event
View all events

Cancel event

Copy event |

Delete event

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’ PDF.

w Sign-in sheet |

Download sign-in sheet: Select session v Select file format v ‘

CSV

- HRIS

View all events NDHBHRIS

OoDS

PDF landscape |

PDF portrait

Select file format ‘

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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Event Details Attendees

Take Attendance Message Users

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.

Bulk actions Select learners

Al fand marka“ Fully attended v||

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).

Event Details Attendees

Take Attendance Message Users

‘ake attendance: | Event (over)

“vent summary: 2 session(s) (0 upcoming; 2 over)

Bulk actions Select learners None ~ |and mark as Select one ... v
Fully attended Partially attended Unable to attend No show Not set
Learner sessions sessions sessions sessions sessions Event Attendance
Carolines 0 0 0 0 ? Fully attended
tester t?
Fully attended
Partially attended
Select attendance Unable to attend
Remember to Save attendance Cancel No show
save attendance . per user Not set
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Click on the three dots to the right of the event. Click on attendees.

Event status Booked Session times Rooms Facilitators Session status Actions
Upcoming 0/10 31 January 2030, 10:00 AM - 2:00 PM aining room Nancy Ne Upcoming . N
BOOKIﬂg open | Go to event
Event details
Upcoming 0/10 14 March 2030, 10:00 AM - 2:00 PM Click to view attendees of the event you
Booking open wantto add or remove people from —I—Pr\‘.‘:"cees
Edit event
Past events Cancel event
Event status Booked Session times Rooms Session si [c;;. et
Jelete svent
A" 7
Click on the actions dropdown menu and select add users or remove users as required.
Event Details endee Message Users
Inthe actions drop down menu, click on
"add users" or"remove users". o
:ords in this report
Export as CSV v Export
7

When adding users, you see people already registered on the left.

Search for the attendee you wish to add using the search field under the box on the right hand side.

Click on the person to select their name from the list on the right.
Click on the add button to add the person to the attendees list on the left.
Click continue.

Removing attendees is basically the same process.

Select users to add (step 1 of 2)

Juers 1o add 1 potential users

} )

4. Their name appears here

from the list

‘ 3. Click "add" to add
ik them to the event

1. Search for the attendee you wish 10 add s

Allow scheduling conflicts 5. Click continue

N

2. Select their name

Show only users who declared interest in this activity
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Add users (step 2 of 2)

Name Work email address (lowercase letters) 1D number

w Sign-up fields

Requests for session organiser

. J

Once you have the attendees sorted, don't forget to click "confirm" at the bottom of that window.

When you click confirm the attendees will be emailed to say they have been signed up for the event, or to say that
their attendance at the event has been cancelled, accordingly.

Seminar activities include built in notifications that have been pre setup for your course.

Notifications are emailed based on triggers, such as signing up for the event and when the user cancels. Your
notifications are pre set to include directions and instructions.

When someone signs up for an event, 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 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.

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.

These notifications reduce your manual administration of your event as they are automated for you.
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Event management

The rest of this guide may not be relevant to your role. Please ask if you are unsure.

Always ensure you are up to date on local processes. Before editing, duplicating or cancelling an event, ensure you
discuss with the relevant parties responsible for the course and for the rooms.

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 seminar
activity.

Click on the three dots to the right of the event, then select Copy event

— . A
o5 Event A ~ Booking \ v  Advanced v
Upcoming events Add event
Last reservations are 2 days before the event starts. Unallocated reservations will be deleted 0 days before the event starts
Event status Booked Session times Rooms Facilitators Session status Actions
Upcoming 0/10 31 January 2030, 10:00 AM - 2:00 PM Training roor Nancy Nel Upcoming
Go to event | =
Booking open
. Event details
Upcoming 0/10 14 March 2030, 10:00 AM - 2:00 PM raining room Nancy Ne Upcoming
Booking open Attendees
Youcancopyanevent, giving you allthe same settings and details filled in. Thenin the
copy, you can set the correct date/time, room and facilitators for the nexteventyou are Edit event
Past events creating, without needingto re-enterthe details section. Cancel event
. R N Copy event
Event status Booked Session times Rooms Session sl I
Nalate suent ¥,

Click save at the bottom and then you will have a duplicate of the original event with a new date (and maybe
location if that changed).

You can now alter the dates, times and location if necessary

There are required fields in this form marked *
w General
Click on Select Rooms, Select
Click onthe “cog’to alter the £ ac':;‘;g::'i;kt:TSds o
date and time s
Specify sessions details Date and time \ Rooms Facilitators Assets
Pacific’Auckiand
A" J
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There are two ways to cancel an event.
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 and they will get a system notification. See Messaging attendees.

2. Manually remove all the attendees from the event. This will trigger the official notice of cancellation to be
emailed to the user by the learning site. 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:

Specify sessions details Date and time Rooms Facilitators Assets
24 March 1924 TRAINING ROOM
‘ 24 March 1924 :
X J
w Custom fields
Session title
Facilitator
< J

Scroll to the bottom and click "Save changes".

The reason we do this is so that the session now appears in the list of previous events, but it is clearly labelled
"CANCELLED" with the details still recorded. This helps us know how often events are cancelled.

\ Past events

Session
Session title Facilitator Event status Booked Session times Rooms status Actions

3N 20 January 202410 00 AM
Take event 200PM

- songanc \
Moves to end of

° o~ i f past events and
clearly shows

A" J/

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.

The other way is to click the three dots and click delete event next to the session you wish to cancel. 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 the people who
planned to attend a different date, and to keep a record of an intended event that has been cancelled.
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Upcoming events Add event
Last reservations are 2 days before the event starts. Unallocated reservations will be deleted 0 days before the event starts.
Event status Booked Session times Rooms Facilitators Session status. Actions
Upcomi 0/10 31 January 2030, 10:00 AM - 200 PM
gocoming anuany Youcan delete from here but  eleesed | - |
ooking open P
this is not recommended. —
Upcoming 0/10 14 March 2030, 10:00 AM - 2:00 PM | Event detall
Booking open Aflendees
Edit event
Past events Cancel event
Event status Booked Session times Rooms Sessio Copy event
Delete event
i L s 024, T000 A - 200 Pl Treiniog raom Session over o
Take event attendance =
\ J
Confirm
Deleting this event will remove all of its booking. attendance and grade records. All attendees
will be notified
Delete [ Cancel |
\ 7
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You can change the event location, date or time, and the details included. Be aware that when changing events, any
existing attendees who have registered will be immediately notified.

Upcoming events Add event
Last reservations are 2 days before the event starts. Unallocated reservations will be deleted 0 days before the event starts

Event status Booked  Session times Rooms Facilitators ~ Session status  Actions

Upcoming 0/10  31January 2030, 10:00 AM - 2:00 PM Click on the three dots for the event o 10 event
Booking open you want to edit. —
Upcoming 0/10 14 March 2030, 10:00 AM - 2:00 PM | Ewvent details

Booking open Click on "edit event”. Attendees
\E;‘: event

Past events Change the fields as you did for
creating the event.
Event status Booked Session times Session

. 41 Jamary 2024, 101 Click save changes.

Cancel event \_':l
Copy event
Delete event

over

\ Take event attendance

Don't forget to click "Save changes".

NOTE: All participants who have registered for that session will be immediately notified that their event
date/time/location has been changed. The email will contain a new calendar invite with the updated details.
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Using the messaging function within the seminar activity is generally discouraged as there is no record of the
communication and no context information included in the message. You may choose to still use the message
function on the rare occasion an event is being cancelled. If you choose to use this message function, please take
care to provide context (name of workshop, date, location etc) and copy and paste the message that you send into
an email to yourself to keep your own records.

" Knitting - Seminar one

» Expand a
There are required fields in this form marked *

v Recipient Groups

Message users
Booked - 3 user(s) /

w Message

. o Make the subject descriptive - include the name of the
Sublect workshop and the date here
Body

In the message body, make sure you write it like a
proper email. Confirm which workshop you are
messaging about and what your message is. Signiit
with your name.

Without these details, the recipient will not know
which course your message is about.

Send message appears grey until you

/ tick the recipeints &

WARNING: Reminder that there is no sent items recorded in the learning site. Once you have sent the message, no
copy of it is stored anywhere. Keep your own records.
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In a course on knitting, | would have multiple topics that | teach over a series of weeks. | create a seminar face
activity for each topic:

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

£ Knitting - Seminar one

You will be introduced 1o the basics of knitting You will learn casting on. knit stitch, pur stitch. and casting off You can bring any knitting needles and wool. or we can

supply you with some 10 use on the day

Event status Seats available Session times Rooms Facilitators Actions

Upcoming 10 31 January 2030. 10:00 AM - 2.00 PM Tra g 100 Nancy Ne
Booking open

Upcoming 10 14 March 2030, 10:00 AM - 2.00 PM T i Nai Nel
Booking open

all event:

2. Knitting - Seminar two

You will leam how to read a basic knitting pattern 3 litie about yam and needle gauge

Event status Seats available Session times Rooms Facilitators Actions

Upcoming 10 2 February 2030, 10.00 AM - 2:00 PM Training ro Nai Ne
Booking open

Upcoming 10 12 April 2030, 10.00 AM - 2:00 PM aining r Na N
Bocking open

| event
2, Knitting - Seminar three

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

You will work on improving technique. getting a consistent tension and how to fix dropped stitches
Event status Seats available Session times Rooms Facilitators Actions
Upcoming 10 20 February 2030 10.00 AM - 2. 00 PM g re Nar

Booking open

Upcoming 10 29 April 2030, 1000 AM - 2:00 PM Training room Nancy Ne
Booking open

A Knitting - Seminar four

You wiill learn about stifches (stockinette. rib, seed. basket weave) and seams (invisible. mattress)
Event status Seats available Session times Rooms Facilitators Actions
Upcoming 10 31 March 2030, 10:00 AM - 2.00 PM Training roor Sta PL

Booking open

Upcoming 10 16 May 2030, 10 00 AM - 200 PM 3 or tacey Py
Booking open

&= Y
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Within one of seminar activities, there is a list of upcoming and previous (if there are any) events.

Knitting - Seminar one

You will be introduced to the basics of knitting. You will learn casfing on, knit sfitch, 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

=2 Event A v Booking A v
=

Upcoming events
Last reservations are 2 days before the event starts. Unallocated reservations will be deleted 0 days before the event starls

Event status Seats available Session times Rooms Facilitators Session status Actions

Upcoming 10 31 January 2030, 10:00 AM - 2:00 PM Training roorm: Nancy Nel Upcoming S
Booking open 50 to event
Upcoming 10 14 March 2030, 10:00 AM - 2:00 PM Training room Nancy Ne Upcoming
Booking open

Go to event

Past events

Event status Seats available Session times Session status

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.

A, Knitting - Intensive camp
You will leamn all content of the four seminars in this intensive week. In signing up for this event you are committing to attending four consecutive days
Event status Seats available Session times Rooms Facilitators Actions
Upcoming 10 10 February 2024, 9:00 AM - 10:00 AM s 2
Booking open Go to event
7 January 2030. 10.00 AM - 2:00 PM Training room Nancy Nel and Stacey Pu
8 January 2030, 10.00 AM - 2:00 PM Training room Nancy Nel and Stacey Pul
9 January 2030, 10:00 AM - 2:00 PM Training room Nancy Nel and Stacey Pu
Upcoming 10 16 May 2030, 10:00 AM - 2:00 PM Training room  Nancy Nel and Stacey Pu .
Booking open Go to event
ew al ents

Discuss with your local leads who are supported by nationallearningmanagement@tewhatuora.govt.nz if they need
support answering your questions.
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