
Admin Walkthrough- How to record seminar attendance and view for your organisation

When you login as an admin you are first directed to the ‘login success’ page



Via the record management dropdown you can choose to either add seminar attendance, view site-wide seminar
records or view the site-wide assessment results, for this tutorial we will be selecting “Add Seminar Attendance”



If you select the “Add Seminar Attendance” page you can select a user, the course and the date completed via
the dropdown menu and submit it to the seminar attendance record. Fill out the necessary details and hit
“submit”.



When the “Seminar Attendance records” page is selected, you can view all site-wide seminar attendance
records.



Admin Walkthrough- How to record assessments and view for your organisation
When “View site-wide Assessment Results” is selected via the same dropdown menu you can view all site-wide
assessment results and each survey. You will be met with the following page, click the survey button on either of
the assessments to navigate to a page where you can record assessment results for users within your
organisation.



You must select a date and name of the staff member you are recording results for, after the required fields are
completed press the “submit” button to record the assessment results.


