How to create an event 
on the Professional Learning Calendar (V5)

The Professional Learning Calendar is located at http://plec.ed.act.edu.au/eventsmenu.aspx and documentation, including this guide, is located at http://plec.ed.act.edu.au/Events_How_To.aspx.
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To create or manage an event, you must first have an account on the Professional Learning Calendar. To set up an account, select “Signup” and provide your email address and select a password. Your password does not have to be the same as your Windows logon password.
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Begin event creation by scrolling down to the heading “Event Management” and select “Submit a new event to the Events and Professional Learning Calendar”. 

As you go through the event creation process, you can edit or delete information at any stage, but you should avoid using the “Back” button. After submitting details you still manage this information prior to approval by editing or deleting.

Preparation

· You will see a checklist for submitting a new event, summarising the information needed before you begin

· Please check that your event will not clash with an existing related event

· It is highly recommended that you secure a room booking if using the CTL before proceeding

· Avoid using the Back and Forward buttons on the browser during the event creation process

Step 1: Event Details

· Select event hosting and location options – note that, only events hosted by ACT ETD are eligible for publication on the calendar

· Select an event audience – all staff, or teaching or administrative staff

· Select an event category – general, major or system priority

· Select an event title that will be self-explanatory to staff wishing to enrol (the title to appear on the certificate can differ if you wish – a separate field is available for this)

· Identify the type of event (e.g. Course, Conference, Meeting)

· Provide a brief description of the event

· State the eligibility guidelines, if any – who may enrol

· Provide URL (if applicable) for more information – for example, an illustrated flier about the event

· Supply contact details – normally this will be yourself as the event manager

· Nominate the fees, referring to the currently endorsed fees schedule (Directorate/non-Directorate)
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· Provide cancellation policy details

· Select the event session type – elective or mandatory

· Identify enrolment constraints including quotas

· Identify target groups and interest areas (e.g. Teacher/Librarian/BSO/Executive Teacher)

· Identify the professional learning focus areas addressed by the event

· Save event details

Step 2: Event Managers
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Select “Add Event Manager” to begin nominating people other than yourself who can assist in managing the event

· It is recommended that there should be at least one manager other than yourself, in case you are unavailable at any time to deal with required changes to the event or to handle enrolment issues and prepare sign-on forms and certificates for the event

Step 3: Event File Attachments
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Attach any relevant files like flyers or booking forms produced for the event

· These require clearance from your director and may require clearance from Media and Communications section before being cleared by the director (for example, if photographs or other material is used that could give rise to privacy or copyright issues)

Step 4: Event Session

· Determine start date, end date (these would be the same if all sessions occur on the one day or would be the last time a session occurred) and start time, end time
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· Determine enrolment closing date

· You then need to put in event session details and venue details 

· If the event is held at the CTL you will need to enter the Room booking reference No.
· Provide presenter details

· Save event session

Step 5: Event Complete

· Proceed to event summary and check readout for accuracy and edit if necessary

Final step - Submit for Approval

Submit your event for approval by clicking the Submit Event for Review and Approval button located on the Event Summary page.
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An email will be generated and sent to the approval officer. Line managers are to forward the email through all levels up to the director, so that everyone is known about the course arrangements and can also identify any issues with these if necessary. The director then selects the link embedded in the email to endorse the event for publication on the calendar.
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