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UME ELENTRA GUIDE – LEARNING 
EVENTS 

When building a learning event in Elentra, there are 3 main steps involved:  

1. Creating the event 

2. Editing the event and adding content 

3. Viewing event attendance, history, and statistics 

 

CREATING THE EVENT 

 

1.) To add a new learning event, navigate to Admin (1) and then Manage Events (2).  

 
 

2.) Select Add New Event (3).  
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3.) Select the corresponding course from the required drop down menu (4) and select the 

Event Type (5). Note: More than one event type can be selected.  

 
4.) Once the event type(s) is selected, you can then adjust the time corresponding to each 

learning type (6). These event types can also be deleted by clicking on the red button (7).  

 
 

5.) Next, fill in the event details including the Title (8), Date and Time (9), Curriculum Period (10), 

and Course Unit (11).  
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6.) If desired, choose an Event Series Behaviour (12). Options include Recurring Daily, Recurring 

Weekly, Recurring Monthly, or Custom Series. Leave blank if this is the only event in the series. 

You can then select the Location of the Event (13). Adding a location will then prompt you 

to choose site and building number. You can then add Associated Faculty (14), and 

Associated Learners (15). For associated learners you can choose all learners enrolled in the 

course, or custom audience (groups, individuals, etc.). Optionally, choose the colour (16), 

Audience Options (17), Viewable Start (18) and Viewable Finish (19). Before saving, you can 

also choose your next step (20). Finally, click Save (21).  

 

 

EDITING THE EVENT AND ADDING CONTENT 

 

Once you have created the event, you can either add content by finding the event again, or 

by selecting “Add content to event” (see above) prior to saving.  

 

1.) The event can be found again by clicking on Learning Events (1) in the navigation bar. 
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2.) If you cannot find your event in the list, you may have a filter on preventing this. To remove 

the filter, select Remove All Filters (2) in the left navigation bar under Learning Events. Once 

you locate your event, click on it to edit (3).  

 

 
 

3.) Under course Setup (4) you can edit any of the features discussed in the “Creating the 

event” section of this guide. To add content to this event, click Content (5).  

 
 

4.) Scrolling down to the bottom, you will see where you can attach documents to the event, 

under Event Resources (6). Finally, click Add Resource (7).  
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VIEWING EVENT ATTENDANCE, HISTORY, AND STATISTICS 

 

1.) By clicking on Attendance (1), you can see a list of the Event Attendance. You can also 

download this list by clicking on Download CSV (2).  
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2.) If your event is a recurring event, you can see the related events under the Recurring 

Events (3) tab. 

 

3.) Navigating to History (4) will show you any history related to the learning event.  

 
4.) Navigating to Statistics (5) will breakdown the analytics of the event, including items such 

as when users viewed the event, the number of users who viewed this event, and total 

event views.  
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