
How to Schedule a Virtual Class (Live Meeting webinar) in LMS 

Scheduling a Live Meeting webinar is very similar to scheduling any instructor-led class except there are 
a few things to remember. Here is a quick how-to guide to help. 

 

Step 1: Find the right Course to create a new class from 

In the employee LMS or customer LMS administration center, go to the Courses tab and search for the 
course code “VCLASS%”. 

 

 

 

 



Customer LMS results: 

 

Employee LMS results: 

 

Select the course for your branch (in CLMS) or select any of the courses in employee LMS. 

 

Step 2: Create a New Class From 

Create a new class from the course by entering the information you receive in the request (name, date, 
time, etc.)  Make sure to check Reset Dates before saving. 

 

 



Step 3: Add the Instructor into the roster 

Go to Class > Open in Registrations.  

 

Find the instructor and add them into the class with a U - Active Instructor status. This will trigger the 
email they get with instructions, a link to the class and call-in information for them and for attendees. 

      



That’s it! Email templates for Instructors and Attendees are already in the mail tab of the courses. These 
pull the correct links and call-in information from Live Meeting. 

Handouts 

If the instructor would like to make handouts available to attendees before the class, contact the home 
office training department to add these in as resources.  

Recording 

Virtual class instructors will receive full instructions on how to present, which will include information 
about how to record the meeting. If they contact you after the meeting to ask about retrieving the 
recording, refer them to the HO team. 

Need Help? 

If you have any questions or need help scheduling a virtual class, feel free to contact Brittney Mayer, 
Jenn Hingston or Charlie Roesset.  


