How to manage an event
on the Professional Learning Calendar
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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. This guide assumes you have successfully signed up as a calendar user and created an event and you are ready to manage the event. To manage an event, you must first login using the email address under which you created your calendar user account.
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Begin event management by scrolling down to the heading “Event Management” and select “Edit an event I have management rights to”. If you have not already done so, you will be prompted to login. On doing so, you will be taken to the Manage Events page.

The Manage Events page

Selecting this option will take you to the “Manage Events” page, where all the events to which you have management rights (whether created by you or created by someone else who added you as an event manager).
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Managed Events | Event Sessions Requiring Attendance Recorded

The following is the list of active events that you have been assigned management rights to;
¥ Tick here to include past events ie. events with sessions that are in the past

Event ID Event Title Event Type Event Category Description Approved
Manage 664 Pre-school Assistants Forum Forum General Event True
Manage 681 Bee Spelling Course  General Event False




In the example below, two events are shown, and by default these are listed numerically by Event-ID. One of these events has already been approved, so the “Approved” flag shows as “True”. The other event is still awaiting approval, its “Approved” flag shows as “False”. Select the event you wish to manage, using the “Manage” link. You will then be taken to the Event Summary page.

The sort order can be changed by selecting the column headings. For example, events can be sorted by title.

Event Summary page

[image: image4.png]Event Summary (Pre-school Assistants Forum - 664)

Event Detalls | Event Managers || Attachments | Event Sessions |

Event Details
cxz

Specific Group - Administrative Staff

Description

Event Category

290V | General Event
Description

Event Title | Pre-school Assistants Farum




The Event Summary page displays a set of tabs so that you can manage the following aspects of an event: event details, event managers, attachments and event sessions. “Event Sessions” includes enrolments and tools for managing these. The top portion of this page is shown below. Here, we have selected Event 664: Pre-school Assistants Forum.

Event details

With the “Event Details” tab selected, top left corner of the tab pane, you will find “Submit Event for Review and Approval” button followed by “Edit Event” button. Select this to submit the event for approval.

”Edit Event” button is to change details such as the event title, event content, enrolment fees, event content information, target groups, or professional learning focus areas.

If you select “Edit Event”, you will be taken to Step 1 of the event creation process.  Continue editing the currently selected event, or choose a different event before proceeding. After saving all the information you will be taken to the event summary page again to display the updated event details.

At the end of this page, event approval logs are displayed.
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Event Managers

The following is the list of accounts that have been configured to manage this event, These accounts will
allow the people listed below to manage this event.

Email
Delete frank keighley@act.gov.au
Delete mdabdullah. almamun@act.gov.au

Add/Delete Event Manage:





Event Managers

With the “Event Managers” tab selected, a list is displayed of currently nominated managers for the event. It is recommended that, as the creator of an event, you appoint at least one other person who can manage an event; print sign-on lists and certificates and attend to other routine management tasks if you happen to be unavailable at any time when the tasks have to be done.
On this page, you can add or delete managers. This can be done at any time, either when creating an event, or later when the event is already on the calendar.
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Manage Attachments





An event may have multiple managers. If you are creating events on behalf of a Central Office section, consider identifying at least one member of section staff who can be a manager of all section events, so that this person has an overview of the section’s activities in professional learning.

Attachments
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If you have a flier about the event that your target group needs to access, you can attach this to the event on the calendar. Consider the file size and the document content in preparing the flier, including the need for careful proofreading, and the requirements relating to clearance for privacy and copyright in the case of photos.

The Professional Learning Calendar is hosted on the ETD website. This is a public website, and the guidelines are the same for calendar attachments as they are for other documents on the Directorate’s website.

Event Sessions

One event can have multiple sessions. The Event Sessions tab shows a list of sessions with corresponding dates and times. You can view enrolments and add, edit or delete an event session using the link provided. You can also sort the session list by Session Title, Start Date or Cancelled.
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The event shown in this example was offered on two occasions. There was one session set up for each of these occasions. The event manager in this case intended that each participant would attend for one whole day on one of the dates offered. To offer parallel workshops in the afternoon on each of the dates, you would configure a morning plenary session and elective afternoon sessions. When the session content is different, it is recommended to use session titles that distinguish one session from another. 
Adding, Editing, or Deleting event sessions

By selecting “Add Event Session” you can create separate components within an event – for example, separate sessions with individual titles and other details for each part of the day or for each parallel (concurrent) session.
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You can change and update the details for a particular session by choosing the link, “Edit”.
You can also delete a particular session by selecting “Delete”. Please note: if you choose to delete a session, all enrolments for that event session will also be deleted.

Viewing enrolments
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Click “View Enrolments” to view a list of enrolments for the selected session. Information includes participant names and special requirements.
Working with enrolments

The calendar provides functions for managing attendance, exporting enrolments, manually enrolling someone, and bulk registering people to give them calendar accounts.
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Managing attendance is for the event manager and the system, because the attendance flag is used in generating certificates and in reporting on the Directorate’s professional learning activities.

There are separate fields in the calendar database for invoicing and attendance. These can be managed independently of each other. For example, a participant-presenter, if exempt from payment, may be “un-ticked” for invoice, but recorded as having attended. On the other hand, a participant who fails to notify before the cut-off date their inability to attend may be marked for invoicing, but not marked as having attended.

The export enrolments function enables you to export participant data to a tab-delimited text file, from which the information can be pasted into an Excel spreadsheet.

Reports available

Reports are available to provide attendance lists, sign-on sheets, certificates of attendance and feedback forms. These are generated as rich text format (RTF) documents, which can be opened in most word processors including Microsoft Word and can be edited if required.
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Session Title Start Date End Date Start Time End Time Cancelled
View Enrolments Red Cross First Aid Senior Certificate (Refresher) 28/01/2009 28/01/20099:00 AM  5:30 PM False
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For the sign-on sheets and certificates, several formatting options are available. For example, certificates can be generated with the Directorate’s logo if you don’t have pre-printed logo stationery or without it if you have pre-printed logo stationery.
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