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Quick Start Guide

LearnLinc Instructors

About this Guide

Training with LearnLinc

LearnLinc is a comprehensive eLearning application that provides a
highly secure and reliable platform for online training. LearnLinc’s easy-
to-use, flexible feature set is perfect for online training, eLearning, virtual

This Quick Start Guide is designed to help LearnLinc instructors become familiar with creating
activities, scheduling classes, adding content, inviting students, and leading sessions.
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Getting Started

To get started using LearnLinc, you'll need to add a new folder

in the iLinc Communications Center. To access the iLinc Communications
Center, open aWeb browser, type in your dedicated URL (typically,
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classrooms and assessment testing.

1 ‘O Create a Folder

On the iLinc Communications Center home page, under the
LearnLinc section, click Add New Activity. Please note: You must
be a LearnLinc Administrator to create folders.

Before you can select a Class under the Activity Type, you must
first create a folder to contain the class. Under the Activity Type,
select Folder which is the default in the drop-down list.

The Add New Folder page will open and prompt you to type the
Folder Name and then click Submit.

- LearnLinc™

http://yourcompany.ilinc.com) which will direct you to a login page and at
the prompt, type in your user name and password. If you do not have this
information, please contact your iLinc system administrator.

5 View Activities (8) | wiew iy Progress

Add Mew Act'Ei:]m

Zelect a link above ta viewy your activities.

Add New Folder  Enter the information and then click the "Submit” button.

Artivity Type: | Folder v

Add New Folder  Enter the information and then click the "Submit" button,

Activity Type: |Folder &

General

[* required)

Folder Mame | new Hire Orientation Coursel |

Description:

Learn more about Call us at 800-767-9054 or send an

iLinc’s training services: email to training@ilinc.com.

iLinc Training Resource Center: www.ilinc.com/trc



2 ‘O Schedule a Live Class

Next, you will need to add a class. On the iLinc Communications Center
home page, under the LearnLinc section, click Add New Activity. In the
Activity Type drop-down list, select Class. The page will refresh and the
Add New Class form will appear.

Activity Type: | Folder by
Folder
General
iLinc Recordi

Next, you will be prompted to enter six sections of your class information:

Section 1: General
Type in the name of your class in the Title field.

General

[* reguired)
Title:* 1 401k Overview
Description: ‘

Section 2: Communication

Select the type of Application Sharing needed for the class - Standard,
Enhanced, or Custom. Select the type of communication for the class,
such as VolIP (over the Internet), or Video (using a Web camera).

Communication
Specify the type of application sharing that should be used.

Application Shating: ) Standard @) Enhanced O Custom
Allowy sttendees to communicate with audio over the internet.

YolP -

Allowy sttendees to use webcams.

[ video =

Section 3: Schedule

Select Scheduled and then select the Date, Start Time, and Duration.
Type in the appropriate number of minutes each student is allowed to join
before the scheduled start time in the Allow Join field.

Schedule

) Open
) Scheduled
Date” 01242005 | =
Start Time™ [11 w|. [45 »|[aM v |

(UTC-07:00) Mauntain Time (US & Canada)

Duration™ | 30 minutes v|

Allow Join" (20 | minutes befare the Start Time

[ Remave fram Haome Page When Expired

Section 4:Tool Panel

If you would like to customize how the Leader, Assistant, and
Participant each view the Tool Panel, click Show Advanced and
choose which features you would like on or off.

Tool Panel Hide Advanc

Canfiguration:  Default
ADVANCED
Leader Assistant Participant

File Menu

Prompt to AutoSave Text Chat an Exit || I ]
Prompt to AutoSave Attendees on Exit ]
Run Menu & Shortcuts

Glimpse -
Application Sharing =
Application Sharing - Allow Floorholder to Take Control
Allow Free Movement Within Powerboard
Whiteboard
QaA
Synchronized Web Browser
Streaming Wideo
Shared Pointer
Tools

User Picture / Confarence Window Expandad
Particination Mater I~ el

Section 5: Access

Select the number of students you wish to participate in the Expected
Attendees drop-down list. To add a Password or a Dial In Number that
will appear when a student joins the class, click Show Advanced. Both
Password and Dial In Number are optional.

Access

Expected Attendees: |1 to 20 vi
AL AR

Passwaord: | |

“arify Password: | |

Oial In Murnber: || |

Section 6: Attendees

Select a Primary Instructor who will become the Floor Holder and will
control content and initiate interactivity with students. You can also add
Assistants, who have the same capabilities as Instructors and can help
manage the class. To add a Primary Instructor and Assistants, click
Replace or Add next to the Primary Instructor and Assistant boxes and
then browse to select your attendees accordingly.

Attendees
Primary Instructor® | oqa0 e | Replace
Assistants:
Add
Remov
Type: @ Assistant
First Mame: | |

Last Mame: | |
E-mail Address: | |
Add




2 .O Schedule a Live Class (continued)

Section 6: Attendees (Continued)
To add Participants/Students to the class, Choose All Users or Specify
Recipients. Click Add next to the Participants box, then browse and
select your users.

Participants: ® All Users
) Specify Participants

Add

Remove

Section 7: Content

Agenda Items are displayed in the Agenda window of the Tool Panel in
your LearnLinc class. To add an Agenda Item, select the type of

Content (PowerPoint presentations, video clips, URLs, whiteboards, etc.), you
wish to add and click the Go button. Complete the required information and
click Submit.

Content

Agenda ltern: | PowerFaint Presentation Go

Material Items are available from your iLinc Communications Center or
Public Events page outside of the session. To add Material Items, click

on the Show Advanced link and select the type of Material Items (Word
documents, Excel spreadsheets, PowerPoint Presentations, and Whiteboards)
you wish to add in the drop-down list and click the Go button.

Material: ‘URL V‘ Go

Mo Materials have been added to this activity.

Section 8: E-mail

If you would like to send a custom text email inviting your assistants and
students, type in a message in the Custom Text field. Participants will receive
an email invitation with class details and a custom link to join the class.

E-mail

Custom Text:

Include Password
[[] E-mail Custam Text Only
[ Include Link To Materials

Section 9: Location

Select the folder in which you would like the class to appear and click Submit.

Classes will be grouped under the folder on the iLinc Communications Center
home page.
Location

(&t lesst one selection is reguired)
O TEST

(¥ New Hire Orientation Course

3.0

To create a generic email invitation, click the Send Invite link that

Invite Students to your Class

appears next to the class name in your iLinc Communications Center
home page. Students who receive this email will be able to click a link
in the email and automatically join the class. Use Send Invite if you
think participants will forward the link to others.

Send Invite ) Ciick a ink below.

Employee Orientation

Join Link

Use this link to imvite additional guests to this class. Once a guest receives the link and clicks on it,
they will be asked for their name and email address. After submitting their information, they will join
the class

Link: http://ekelly ilinc.com/cgi-bin/ilinc/ims/ve_launch pl?classiD=163438

E-mail Link | E-mail Link to Existing User | Copy Link to Clipboard

If you would like students to register for your class, point them to your
public events registration page where they can register for one or
multiple classes. The public registration page is typically located at:
http//yourcompany.ilinc.com/events.

ALinc
iLine Tralning | Orline Classes for Hosted Customers.
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hy isavfng classes you would like to register for and chick “Submit”. Youwill then be prompied for your First Mame, Last Name and E-mail Address
Mer SUCTEwly regretenng, you wall receive am imalation email for sach class you selected wath & link that allows you to join the session. i you have any questions
or do ol recee your invlalion emal, please contact {ynngiing com

Setby. 104 |00 T (P Doyt 1) =
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4.0 Start your Class

)
Hand Raise:

[Ty -3
Indicaior—— [\ | Haster Dun

To join your class, click
the Join Link next

Pholoof ____
Gurrent Spealeer to the class on your
' . | Bridge Number! . . .
B Passcode
T }/T iLinc Communications
Passcode: 7093315 =
: o Center home page.
T
Heather Dunn When you enter the
Janet Duval ——— AHendes Names
i LearnLinc classroom,
M Couter— 100 €
— R = you'll see the Tool
Attendee Counte r e Py
W Learnbing QuickStart — whit=board P
gL Sess anel on the left.
g ;Ztr;';;fe” o /L Question & Answer
Agenda ltems — S Webbhare
— Application Share

B ¢ Faster
e [ IWE S
€ Slower

[ Flease Review

Janet Duvall Ihankynurn: i
inviting me to this meeting.

Heather Dunn: No problem,
glad you could join

I~ Private
Ghat Typing Area — — Ghat Send Bution

A D

Make Chat Private
o nalraceior Ont)
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5 .O > In-Session Features

Your classroom is equipped with a variety of collaborative tools that make your
online class interactive and enjoyable. The Agenda area of your Tool Panel
holds your class content and key features, including whiteboard, polling, Web
share, and application share.

Present with PowerBoard Share Applications with AppShare

PowerBoard is a presentation viewer for PowerPoint that contains a full AppShare allows you to share an application or desktop with students.
set of markup tools for highlighting items while you present. To launch To start, open and maximize the application you want to share, click the
PowerBoard, double-click on your presentation in the Agenda window AppShare icon in the Agenda window. Select the application you want
of your Tool Panel. Use the navigation buttons on the PowerBoard to to share, and click Start. Pass the Floor to give a student the ability to
move through your presentation and use the markup tools to emphasize interact with the application. Applications can be shared from your PC or
points. Pass the Floor to give a student access to the markup tools. from the PC of any student in class.

Agenda loolPanel |

Expand or collapse the Agenda window

Apenda £ B
@ FowerPoint Presentath

— Collaborate on a blank whiteboard
A —— Ask prepared or on-the-fly questions with Q&A
g —— Browse Web content with the Synchronized Web Browser

—— Launch Application Sharing

Launch Powerboard and other pre-loaded content

Learn more about Call us at 800-767-9054 or send an
iLinc’s training services: email to training@iLinc.com.

iLinc Training Resource Center: www.ilinc.com/trc




