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Moderators’ Reference
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Click the New Event button

Open the Calendar of Events to set up a new online session
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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 your event. Set the duration 
of the session and adjust the time zone if needed.

Click Next to proceed further.

“More Zones” link opens up eLecta Live Time Zone Converter.   
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Select an event attendance permission from the Permissions drop down menu.

Select the room where the event will take place (if your 
subscription allows it)

Check Room Availability (if needed).

Select an event attendance permission from the drop down 
menu. The offered permissions are as follows:

(A) Anyone may attend. I will send emails with a lin k: These events 
are available for anyone who knows the event link. You are supposed to send 
email invitations to your attendees. All your registered users will also be able to 
attend.

(B) Available for all users registered under my com pany account: 
These events are available only for users who have usernames/passwords 
under your account. All your registered users will be able to attend this event. 
Users without an accoutn won’t be able to attend.

(C) Only the users that I choose from my database ar e allowed to 
attend: Such events are limited to only users who you point in advance. 
These users must have a profile under your account. No other users except the 
ones you select will be able to attend

�D) My attendees have to fill in a registration form  for this event.
This event is much like (A) but the people who are invited by email will have to 
fill in a registration form.Each registrant will be set up with a profile and will 
receive an individual username/password to join the event. For each user who 
registers for this event you receive an email notification.

(E) I will choose some of the attendees. The others  will self-
register. This is a combination between (C) and (D). You select some of the 
attendees from your database while the others have to fill in a form in order to 
attend.
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Save your settings.

The virtual classroom as well as the event attendance permissions 
are now set. Click “Save” to save the event and send email 
invitations

Select “More Options ” to extra password protect your event and set 
prior start time.
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Send email invitation to your event attendees. 

Press this button to open the 
“email invitation” page.

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.

This list holds your 
invitees

Click Send email

You can send email invitations 
either to email addresses or to 
users who already have 
accounts with you.



Enjoy Your eLecta Live
Sessions

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


