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Conference Management

Purpose: Administrative Roles with Access:

The TRAIN Conference Management feature . Course Provider
allows administrators to plan and organize
virtual, hybrid, or in-person events.
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Conference Management (continued)

Navigate to Conferences

Go to the (a) Admin menu. Click the (b) Add content link under the Content tile.

e N
TRAIN
ADMIN Q
Admin
Approvals Users Content
All Other Approvals nd & edi N USErs nte '1'.0
. y,
. N
Conference® | -
Select the (c) Conference tile to start building a new
Add a new Conference. conference.
\ J

(Add Conference h
o [a
From n"\ a
05/1472024 |ﬁ AM  EDT
W '
. -
| = . PM EDT
W W
Ways to attend a
In-person | Virtual = Both
‘Where
plz|a|=s]w @m.@
Description
a arf
AN J

Create a Conference

Fill in all the required Conference information:

(a) Title: Give the conference a name here.
(b)

(c)

From: Select the day and time the conference will begin.
To: Select the day and time the conference will end.

(d)

Ways to attend: Select whether the conference is in-
person, virtual, or both (hybrid).

(e) Where: Input the address, room, or location name where
the conference will take place.

(f) Description: g
Provide an =()- TIP: Click the blue
overview of -~ Preview button to see how
the the location and/or
conference description will appear to
as you want
it to appear Lee
to registrants
here.
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Conference Management (continued)

Create a Conference (continued)

(g) Provider Conference number: This
field is optional. The number you give
will be associated with the conference
and can be used to find it in searches. B

Provider conference number

(h) Click the green Save button in the upper right hand corner of the page. This will take you to
the Conference Overview page.

Edit Conference Settings

The Conference Overview Page allows you to manage conference details and optional settings.

(@) Select an option
from the Quick
Navigation panel
to jump to that section on the

page.
Sample Conference
et s e (b) View the text below each setting
Details * 5| | ouiekiimigsion B0 for a general description and
L - | important details regarding your
whe _\Q’_ _ T selection.
May 14, 2024 200 AM EDT May 16, 2024 4 PM EDT ) U N TIP: Requlred tirming education E
S fields are marked | e
. th ] (c) Click the Edit button in the right
Gl &l s e hand corner of the relevant
= asterisk. ol pkies section box to make changes.
Provider conference numbir = : s
| None stom aitribuls J
(d) Some sections will - a
have an Add button | Available credits Add
in the right hand How credits work E
corner. CI|Ck the 1. If you want to provide learners the option to receive cradits, they must be defined here.
button to include the 2. You can only assign credits for sessions if those credits have been specified at the conference level first.
) 3. Credits earned by learners will be tallied at the conference level.
category In your 4. The tallied amount for each credit won't exceed the maximum available credit amount for the conference
\. /

course selections.

\l/

‘,Q; TIP: View the Course
- Roster Management user

\I/

-()- TIP: View Step 4 of The

General TRAIN Course guide for additional
Wizard user guide for more registration management
information on available information.

Conference settings.
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Conference Management (continued)

Add Conference Sessions

Click the Add button on the right
hand side of the Sessions section Sessions —

on the Conference Overview page.

(Towm %\ (a) Title: Give the session a name.
Details (Fields marked below are required
Title e (b) From: Select the day and time
dession e the session will begin.
From » ~
06/20/2024 D | @ o100 | em 0T (c) To: Select the day and time the
v session will end.
To e = =
06/20/2024 | & ul B ilbes (d) Ways to attend: Select whether
Ways to attend the session is in-person, virtual,
\L Inperson | Virtual E;|.|3'rhD ) or bOth (hybnd)
(e) In-person location: If your session is in (In-person location A
person, provide the address, room, or
location name where it will take place here. B I H &= i & @ AN @
(f) Virtual location: If your session is virtual, e

provide the URL to access it here.

(g) Description: Provide an overview of your
session as you want it to appear to
registrants here.

(Description ™\

B I | H ;-E';;navunﬁ
@ ) Attach a file

Virtual location

(h) Provider session number: This field is
optional. The number you give will be
associated with the session and can be
used to find it in searches.

Provider session number

(i) Click the green Save button.
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Conference Management (continued)

Click the three-dot icon located to the right of a session’s details and select the appropriate
option from the dropdown menu to edit, clone, deactivate, or delete the session.

Manage Sessions

4 N\
Sessions Add
Jun 20, 2024
1:00 PM - 5:59 PM Session Title
B Fabulous public health learning session Edit
(7 https//phf-org.zoom.us/j/87481216606? Clone
pwd=xNUbCV/fDBWRIEjx1bW158gRVUSg4a.1
Deactivate
Delete
q w

) To cancel an
approval request,
click the Cancel
approval
request button
located in the
same place.

Request Conference Approval

Click the Request approval button in the upper right hand corner of the Conference Overview
page. You will receive an email with the course approval manager’s response.

a

< Back

Conference

Sample Conference

Created by Public Health Foundation (PHF)

Details *

Title
Sample Conference Details =

Quick Navigation

TIP: Click the three-dot menu on
the top of the Conference Overview
page to change the conference
thumbnail, preview conference
content, clone the conference, view
the conference roster, view reviews,
manage status, deactivate, or
delete the conference.

N\
Cancel approval request H _Q

I/
/E\

Quick Navigation
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Conference Management (continued)

Go to the (a) Admin menu. Click the (b) Find & Edit existing content link under the Content tile.

Find and Edit Conferences

Format Label v

Organization

assessment information
and workflows.

p0A
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TR/.IN (c) Type key words related to
the conference in the
ADMIN SEARCH USER SITE HE a Q, search bar.
ObjectType ndotion Q. Sortbyreleence v ShowT ) Use the filters on the left
< Any Obiect Type T — hand side of the screen to
Course refine your search. Under
B (e the Format section, you
Fonnat ﬂ - a can select the Conference
- sample Conference [ Conference | course type to limit your
Edit - search results to just
Blended Learning Clone Approved conferences.
Series Assessment
Conference Ealiation (e) Click the three-dot icon to
e the left of the appropr_iate
— P — course. Select an action
External Content from the dropdown menu.
lLJWe E'-'Tm (In The Edit option will take
erson
Live Event (Oning) you tol the Conference
Physical Media \G/ Overview page.
SCORM Course — - . 0
Survey A~ TIP: View the Assess_ment (f) View approval status here.
e Management user guide
for additional course
\ ! /

TIP: View the Evaluation
Management user guide
for additional course
evaluation information
and workflows.
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