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How to create a New User Account

Use the User Accounts shortcuts or Moderator Menu ->> User Accounts
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Home
My Profile
My Events

My Enrollments {1}
Personal Files

Recorded Sessions (3)

Moderator Menu

Manage Virtual Rooms

Session Schedule

New User Account

New Moderator Account

New Site Administrator

Live Sessions
Start a Meeting Now
New Event

Session Scheduls

Reports and Statistics

Get Online Help

User Accounts

Quick Search electa Live Knowledgebase

| | 6 Get More Help and Support

oser roupmg

Manage Recorded Sessions

Primary Account |

Update Details
Information and Biling
Invoices

Look And Feel
Integration

Type your question above and some suggestions will show up here.

To register New Users you may also use User
Accounts option from the Moderator menu.

Sign out

English - EN -

To create a New User (Moderator or Site Administrator)* account
use one of the Manage User Accounts Shortcuts.

* New Moderator and New Administrator Account options are disabled in eLecta Live Tutor edition, as it supports only one

Moderator.
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Fill in User Account Details

Specify User’s Name, Email Address and Other Details

General Details

First Name  [*] |Jane | |E| No Image . i
Last Name [*] Green My PI'DﬁlE
Email Address [*] | jane@e-ecta.com | My Events
Username [ [oeen ] — Fill in the General details v Enroliments
This name is free. ) ’
Personal Files
Password [*] | RENE S, |

P— Recorded Sessions (3 Once created the
L newly registered

Account Type Participant - - "'Iﬂderﬂtﬂr Menu aCCO U nt IS

Partidpant

T T _ Manage Virtual Rooms accessible from
Country Urited States = Seszion Schedule Moderator Menu -
Gy P >> User Accounts
Address

|

! User Grouping

| . .
| The Contact and Additional Manage Recorded Sessions
|

|

Contact Phone

Company (Profession)

"~ details are optional.

i
|
Zip (Postal Code) |
|
|
|

Language -
_ Update Details

Birth Date Jan w 10 v 1983 [H] % o
Information and Biling

Gender ) Male @ Female .
Invoices

Accessibility Options -
Look And Feel

Access to sessions 2 Access Allowed ~ .
Integration

Account expires Z B

Invisible Attendee (2 ]

sae || _— Click Save
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Modifying User Accounts

Update Profile. Update Group. Remove Account.

Personal Menu User Account Management
e A o e ——» Register New Users
My Profile b
Seanch the uner database
My Events Search By hace Show Se Admiisiratons . .
S I g You can use the filters to navigate to the User
i~yin Seareh by Lsemame Stow Users - accountyou need if not currently on view.
Personal Files e ey —— . S e
Recorded Sessions (3) _ Show the images
Search | | Show A8 | To Modify a User Account click on

Moderator Menu There are 100 enires maiching the search otena

Manage Virtual Rooms Full Hamr Hember ol Username Email Address

Options link and select the respective
option from the menu.

Unansicyad User s pnoremous e jecia com

Session Schedule

Linanssigred Users 0T
o o | irosssped Users auser| Update Profile - Update Profile option allows you to update
o \ Gl | Uit Gron User's Account detalils;
Manage Recorded Sessions Unessigned Users Ieter| Ramove Account

A Unesssigre Lsers
it - Select Update Group option to assign a
Dt s e Dptions user to a group or change user’s current
Information and Billing Lo Loy Options group.
Invaices Wit Lingrmagraed] Liueem ey e T i
el A EE] Ll - Select Remove account option to delete a
Access User Database user account;

Integration
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User Grouping

Concept and Usage

With the User Grouping option of eLecta Live you can group your users in your database for faster searching and by relevancy.

This feature is available for site administrators from the "User Grouping" menu.

loderator et |

s Virkial ienis Initially all your users are in the default “Unassigned Users” group.
Session Schedule . . .
To create a New User Group click on the User Grouping menu ->> Add a New Group and Fill in
the User Group Details: specify the group code, name and description ->> Click Save

User Accounts

User Grouping

Manage Fecorded Sessions

User Group Details
Fill in the details below. Click Sawe to apply the changes. All fields are required.

. d 001 |
User Grouping l
Group Mame | Science class
Add a New Group Description
d Group Name Users  GroupT Options -
B L e s Fargetilser ype [¥] This group may hold students
Unassigned Users (Default aroup) 120 [ This group may hold moderators
01 C122 -users SR L Modify | Delete [C] This aroup may hold site admins

Moderators

Save Cancel
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Update Group

Moving users from one group to another

Home
My Profile User Account Management
My Events T
My Enroliments —
Personal Files Search the uver databave
Recorded Sessions (3) Search Oy Nama ST A
= Seacch ly Dmad e Seigatey Wesder atorn.
D e T
Manage Virtual Rooms Pesiwers of group < Al Gregps > - @ Al of e abene
Session Scheduls Shrs the msges
User Accounts Search | | ShowAl Click on the “Options” link and then “Update Group”.
User Grouping There are 103 entries maichng the search oftena
Manage Recorded Sessions Full Hamr Hember al Username
! Unassgned Users
Primary Account
Update Details o
pda )
Information and Billing et Hilate tek o
Lo o User Visitor 989534390
Look And Feel Ut (e .
Currently member Of Unassigned Users
Integration Unessigned Users
P Move to Group Unassigned Users |L|
You can move users iassgred Usees
from one group to et
another from the s Users
User Account Change user’s group from the drop- down menu and click
menu. Save.

Additionally - each time you update a user account you will be given the option to place this user into one of your groups (if any
defined).



A product of eLecta Communications Ltd
— — | e Ve
=~
= N
- :

Enjoy Your eLecta Live
Sessions

For technical support write to



