CAS Event Creation Process for Hub Leaders
Hub Leaders can create an official CAS event using the event creation tool on the CAS
website. This will ensure the event is displayed correctly in the CAS Events calendar. Please
report any problems you have to eventsupport@computingatschool.org.uk but please
follow the steps below first!
Step 1: Click on New Event
To access the event creation tool login to the CAS website, click on the link to events and
then click on new event. You must be logged in to create the event.

Step 2: Select the type of event you are running

The format is slightly different for each functional role (e.g. a Master Teacher may also be a
Hub Leader and in this case there are slightly more choices). If you only have one role (e.g.
Hub Leader) this will be automatically selected for you. If you have multiple roles you will
need to select the correct radio button for the type of event before you continue.
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Step 3: Complete the details of your event
If you are a Hub Leader, details such as your name and Hub are automatically filled in for
you. You can also select another Hub Leader as organiser if your Hub has joint Hub Leaders.

NB: Anything with a red asterisk has to be filled in e.g. overview of event.
Audience is free text and can be added as KS3 for example, if you need to specify the
audience.
Event date:
The default is 5 weeks from the day you create the event, this is the minimum notice
needed to set up and advertise your event to ensure best attendance, but you can make it
sooner, or later.
Venue:
The venue details will be automatically filled in for you but you can change these if required.
If this is not filled in then you need to go to your Hub web page and fill in the relevant
details.
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Agenda/Programme details:

Clicking on the add agenda box will bring up an agenda template which can be customised.
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The update publicity button then updates the event listing.
Event publicity: Help!
There is a detailed help view with lots of information about how you can amend your event
listing to customise it.
Tip: Right clicking on the Help! link and opting to open in a new window might make it easier
to read at the same time as working on the form.

Update the publicity

The standard button updates the event listing based on the text that has been added. The
advanced button allows you to customise your event listing using html.
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Save draft – this means that your event is not visible on CRC events page although this is
visible to members that are logged in. The easiest way to access your draft event is via your
Hub page. Click on the edit this event link next to the event. You can save your event as
draft if you don’t have all the details yet. If there is any missing data in the form you will not
be able to ‘Publish’ it.
When you are ready to publish your event to the CAS website then you need to click the
Publish button. The event will then be immediately visible on the CAS events page and on
the Hub web page.

Printing a publicity flyer
Scroll to the bottom of your published event listing and you will find the following links:

Step 4: Managing attendees
Instructions for checking event registrations and emailing event details to Hub members
If you login to the CAS website, go to your Hub web page and click on manage events.
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Under the column ‘tickets sold’ click on manage attendees.

Attendees can be bulk uploaded from a CSV file in the following format:

·

The import data must have a header row (first row/record of the CSV file) with column
names as above.

·

The names must be exactly as above (i.e. ‘e-mail’ or ‘Email’ are invalid and will be
ignored).

·

Where columns have an alias (e.g. ‘company’ and ‘schoolname’ only one column should
be included otherwise the first column will be overwritten by the contents of the
second column.
Click choose file, navigate to your CSV file with attendee date and then click import.
Once the event is completed attendees should be marked as ‘Checked in’ if they actually
attended the event. The attendee data is editable in this view. Changes can be made in bulk
then the ‘Submit Changes’ button clicked to save the changes.
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This screen will also allow you to print attendee details, create a sign in sheet, export
attendee details to a CSV file or send an email to attendees.
Checking attendees
You can either access this from your Hub web page menu or from the manage my events
link as shown below. Click on the link.

You should then see the page below and be able to click on get attendees which will give
you a list of attendees for your event

To send members an email of the event flyer you need to click on the title of the event:
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Scroll down the page:

8

To send the event listing to your members click on the send button.
Step 5: Adding users to your Hub mailing list
Scroll to the bottom of your Hub web page and you will see ‘add user to mailing list

Add your user information to the new line and then click insert. There is going to be the
opportunity for members to be able to choose to be a member of a particular Hub and they
will then be automatically added to your Hub contact list. Ticking the ‘opt out’ box will then
remove that member from the mailing list.
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You can also add multiple users by uploading from a CSV file. From the bottom of your Hub
web page click on manage contacts.

This will bring up an import contacts area.

You will need to save your contact details into a CSV file in the following format:
firstname

lastname

email

You can add other information such as:

Click choose file and navigate to your CSV file with contact data and then click import.

10

Step 6: Sending emails to your Hub members
Once you have added your contacts into the system. To find the link to email your Hub
members scroll down to the bottom of your Hub web page to find the links below:

Create your email and then click save draft. This will allow you to preview the message.
Either edit your message or click send draft (this will send then send the email to you) and
then you can click send which will send the email to your Hub members.
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Adding school data to attendee lists
The school names can also be added to event attendee lists. Inputting this data will enable
CAS Central to use this data to report against targets set by the DfE. To add school data you
need to click on ‘manage attendees’.
Just the school name is entered and the system will try and match the school against
edubase.

It is also possible to add school data to the attendee information via the export/import:
1) Export the attendees to CSV
2) Add the school names and postcodes (in Excel)
3) Import the data back
4) If the school has been successfully matched against the edubase system then the
school URN will be displayed, and if the school is an NOE school it will have an noe icon.
5) If the school has not matched against edubase it can be updated on the ‘manage
attendees’ view:
Using the CAS online feedback form
We now have an online feedback form that can be used for Hub meetings so that you can
let your attendees either fill this in at the end of your meeting or you can email them a link
to the survey. To find the feedback form for an event you are running, click onto the event
listing (which must have been created in the CAS event creation tool) and then scroll down
to the list of links at the bottom of the page.
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Click on feedback survey and this will take you to the survey for that event.

Links menu
At the bottom of your Hub web page you will find a list of links to other things that you can
do to manage your Hub.
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