
Guide for Managers using Seminars in Ko Awatea Learn 
 

This guide will show you how to book staff on courses, remove them from courses and approve or decline a request for a booking. As a manager you 
have extra access in seminars in Ko Awatea Learn. You can book your staff on courses; see what courses they have asked to attend and see what 
courses they have completed.  
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My team menu 
 
• My team members – a list of your staff 

members 
 
• My team’s upcoming bookings – details of 

F2F sessions that your staff are booked on 
 
• My team’s past bookings – details of F2F 

sessions that your staff have been to 
 
• My team’s course completion progress – 

details of courses your staff are enrolled on 
and how  

 
 

 
 
 

 

Booking staff on courses 
 
Go to the course you want to book your staff 
member on. 
 
1. Scroll down the page to the Bookings section 
2. Click on either the name of the session or 

View all events 



 

 
 

 
Notes:  
• If a session is greyed out you won’t be able to 

book anyone on that session, e.g. the 1 
February session is not available for 
bookings. The reason for this is the Sign-up 
period opens on 1 January 2026 and it’s 
currently November 2025. 

 
• Check the Context field to make sure that 

you should be booking staff on this session, 
e.g. NETP only, so this session is not for 
anyone who isn’t a NETP. 

 
3. Click on Go to event 

 

 
 

 
4. Click on Allocate spaces for team 
 
Note: Check Seats available, e.g. in this course 
there are 20.  



 

 
 

 
On the right-hand side should be the names of 
your staff 
 
5. Click on the name of the person you want to 

add to the session, e.g. Chrishell Sunset 
6. Click Add and the person will be added to the 

session, and you’ll be taken back to Event 
details page 
 

Note: If you want to add more than one person, 
hold down the Shift key and use your arrow keys 
to select all the people you want to add. 
 

 

 
 
 

 
To check that the person has been added to the 
session, the Allocate spaces field will now be 
updated with the number of people you added to 
the session, e.g. 1 person on this course. You will 
also receive a confirmation of booking email.  



 

 
 

 
This is a copy of the confirmation email that is 
sent when a staff member has been booked on a 
course. 

 

 

 
 

 
In the My team section you can also use the My 
team’s upcoming bookings report to see who in 
your team is booked on a course and when. The 
Actioned By field shows who approved the 
booking.  



 

 
 

Removing a staff member from a 
session 
 
1. Go to the session that you want to remove 

the staff member from, click on Allocate 
spaces for team 

 

 
 
 

 
2. Click on the name of the person you want to 

remove, e.g. Chrishell Sunset 
 

3. Click Remove 
 

You’ll be taken back to the Event details screen. 
The number of allocated spaces will now be 
reduced by the number of people you removed, 
e.g. 1 to 0 on this session. 



 

 
 

How to approve a staff member 
request to attend a course from the 
email 
When staff book onto a course themselves, an 
email is sent to you as their manager, and you 
will need to approve or decline their request.  
 
The link in the email will take you to the 
Approval Required section in the session 
bookings page in Ko Awatea Learn where you can 
approve or decline your staff member’s booking 
request.  
 
If you’re not already logged into Ko Awatea Learn 
you will need to log in first, but you will be taken 
to the correct place once logged in. 
 

 

 

 
This is the Approval Required section in session 
bookings. The link in the Approval request email 
takes you to this section.  
 
1. Click on the button under either Approve or 

Decline, depending on what you decide 
 

2. Click Update requests 
 

Note: You will see the names of everyone who 
has awaiting approval for the course, please only 
approve your staff member.  
 



 

 
 

 
If you approve the booking a confirmation email 
will be sent to both you and your staff member.  
 
If you decline the booking an email advising the 
request has been declined will be sent to both 
you and your staff member.  

 


