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Let tessello manage event discovery,
registration and tracking attendance
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« Creating a classroom resource for an event
« Adding a trainer

« Adding a venue

« Creating an individual event

« Adding/removing learners from an event

« Marking a learners attendance



I Creating a classroom resource

The classroomresourceis used when creating events for face to face training.

‘ management centre 7]

Step 2
Select
Add Resource

Step 3
Select the type of
resource you
want to create

Step 1
Under Administration,
select Resources




Creating aclassroom resource

Title
This is the name of the training
as it will appear to the learner

Training Type
This is not currently in use

Description
This is the description as it
will appear to thelearner

External Reference
This is not currently in use

Manager Enrolment
Learners need to request
enrolment from their line

manager

n Add Resource - Classroom

v

Is Active
Toggle to makeit inactive

Cost per head
To aid with admin, this is not
shown to learners

Keywords
Words to help learners find
theresource in the search

Searchable
Can the resource be found
in search



I Adding atrainer

Create a profile for the trainer who will be hostingan event

‘ management centre e Step 3
> e C—, Complete trainer personal details.
= Note: Ensure you completethe

'm?" descriptionto givethelearners

information about the trainer
20
Step 1 5
Openthe Event
Management menu and
select Trainers

2 Add Trainer

Step 2
Select the Add Learner
button

Step 4
Click the Add Trainer
button




I Adding avenue

Create a profile for the different venues you use for your events

‘ management centre L 5]

Step 1
Openthe Event
Management menu and

Step 3
Completethe venues details.
Note: Capacity will be used as default
for any events held at this venue. Also
include a description of the venue for
your Learners

select Venues

Step 2
Select the
Add Venue button

Step 4
Click the Add
Venue button

I Ada venue




Creating an individual event

These are each of the individualinstances of an event that are linked back to the classroomresource

% management centre Step P
Select the
Add Event button

Step 1
Open the Event
Management menu and
select Events

You can filter thelist of
Events by All, Upcoming,
In Progress or Past

Youcan see at a glance
the capacity for each
eventand how full itis



Creating an individual event

These are each of the individualinstances of an event that are linked back to the classroomresource

Resource

Select which resource this
event linkstoo

Venues
Where is it being held.
Select fromthose venues
you’ve created

Capacity
How many people can
attend (if different from
venue limits)

Search Results
Will learners be able to find
thiseventin the search

oo
EAﬂdEvenl

o

Trainer
Who is running the event.Select
from those trainersyou’ve
created

Date
When does it startand end

Cost per head
What is the cost (if different from
resource, due to venue etc)

Restrictions
Whois the event open to?
Toggling this will display a list of
all the Groups and you can select
who can register to attend



I Adding/removing learners from an event

Y management centre topout Step 3
Click on the pencilicon to edit and
either the plus iconto add learners or
the cross next to their nameto remove

Step 1
Openthe Event
Management menu and
select Events

— "
Register Leamers [x]

Step 2
Select the
Editregistered
learners button for
that particularevent

Step 4
Select eitherthe group
or individual learner
you’d like to add



I Marking alearners attendance

Step 1
Openthe Event
Management menu and
select Events

Step 2
Select the
Editregistered
learners button for
that particularevent

% management centre

Step 3

Click on the pencilicon to edit and
thenrememberto click the save icon

when you have finished

% management centre

P Acmnstiaton

W Event Management

Step 4
Select theappropriate
statement foreach learner




Related Guides



Other useful user guides

Here is a list of other user guides you may find useful

Content creation— Adding eventsto Learning Pathways and Resource Tiles, restricting events to a particular group

Resource creation— Creating classroomresources

Reporting— Reviewing event stats, waitlist and popularity



If you are experiencingany
difficulties with events, please
contactthe Tessello supportdesk.

'capita | @tesselo
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