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Moderators’ Reference
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Navigate to your eLecta Live URL and Sign In with your username and password

Open your eLecta Web Event Center account with your web browser.

Log In using your username and 
password .
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Open the Calendar of Events to set up a new online session or click on New Event button

Click on the New Event 
button.

Or Open Session Schedule
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Specify topic, location and timing for your new event

Fill in the title of your event.

Specify the date and starting time of the 
event. Adjust the time if needed, set the 
duration of the session.

Click Next to proceed  further.
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Send email invitation to your event attendees. 

Select the virtual room to hold the event.

To invite people who have No usernames and 
passwords (unregistered users) simply leave this 
option Unchecked.
If you already have created students’ accounts you can 
specify individual attend permissions by checking this option.

Click Save

Click this button to send email invitations to 
your invitees.

Read more here: http://support.e-
lecta.com/downloads/webeventcenter/EventScheduling.pdf
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Send email invitation to your event attendees. 

The email invitation will be sent only to the users listed in the 
Invitees’ list.

This system portion of the email invitation is read only. It 
contains the link that will be sent to the attendees.

Optionally you can specify additional text to the invitation 
email.

Fill in the email addresses of your invitees in the blank 
box. Click Add button to add the entry in the invitees’ list 
above.

Click the Send Email button to send the invitation to the selected people.

To add registered users to the invitees’ list click on the Select button.



������	�	�
��	#��
��	�����
Join a live event following an invitation link or directly from your calendar

The session leaders and the attendees who have user IDs may join 
the live events from their calendar of events in the eLecta Live Web 
Event Center. Log Into your account and click on the Calendar of 
Events .

Join a live session following an email invitation Jo in a live session from your event center

If you are invited to join a live session through an email 
invitation please follow the instructions in the email
message.

You can either click on the “Click here” link or copy/paste 
the URL provided in your browser. Make sure to copy the 
entire URL else it will not work correctly.

Find your event in the list and 
click on its title to display 
details.

You can use the filters to 
navigate to the date you need 
if not currently on view.

Click on the Enter Event 
button.



Enjoy Your eLecta Live
Sessions

For technical support write to 
support@e-lecta.com


