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Welcome to the BAI VLE and Centra Training document.  This document has been created to 

walk you through the steps of setting up, running and attending Virtual Classes within the BAI Learning 

Manager 3.0.  We will be looking at the functionality from three different views – the Customer Training 

Administrator, the VLE instructor or Leader and the student.  Hopefully, the following pages will serve as 



a springboard for an efficient and successful foray into the world of the virtual class in the BAI Learning 

Manager 3.0. 

Customer Training Administrator 
  

The Customer Training Administrator is responsible for creating the course, adding the 

instructor for the course (or setting the leader of the event) and making sure that the students are 

enrolled in the course.  The following section will show you how the functionality works in terms of 

these responsibilities. 

Getting Started 
 If you are currently setting up instructor led training courses, this process will seem very familiar 

to you.  And just like the ILT courses, the VLE courses need two things in the system before you can 

create the course.   

Creating the Location 

First, you will need a location to assign to the course.  This may seem counter intuitive, but it is 

the location that manages the Time Zone for the event and for students who are attending from 

different time zones, having the correct time of the event show for them will be very important.  You 

will want the location time zone to reflect the time zone of the leader or presenter of the event. 

To create the location, in Catalog Administration simply click the resources tab and select 

“locations” from the left hand side of the screen. 

 

From here, select “New Location”.  The following screen will appear. 



 

Name your location, then select the time zone of the leader at this location and click save. 

Creating the Session Template 

Secondly, you’ll need a session template created to manage the specific date and time, or days 

and times if you are having multiple events for the same course, which you can then assign to the 

course.  I recommend creating a General Session Template and making it Ad Hoc, so you can then just 

have one session template to assign to all offerings that you can modify as needed for each course.  If 

you are creating ILT courses and already have a General Session Template created, you do not need to 

create a new session template for your VLE courses.  You can simply use the one you have already 

created. 



To create the session template, click the Catalog Configuration tab and select “Session 

Templates” from the left hand side of the screen. 

 

Select “New Session Template” to continue.  On the next page, name the session template and select 

the “Ad hoc” radial button.  This will insure that you can modify the template for any day or time 

needed.   

 

When done, click next. 



 

This page will allow you to add a generic session to the template.  A session must be added before you 

can save your new template.  To add a session, click the “Add Session” link highlighted in red above.  

Once you click the “Add Session” link, you will see a pop up screen appear.  In these fields, follow the 

picture below.  Again, we are adding any info we want in this screen just to get the template created.  

We can adjust the days and times later. 

 

Click save when you are done and then click save at the bottom of the screen. 



 

 

Creating the Course 

 The first task that the Training Admin will need to accomplish is creating the course for the 

Virtual Class in the Learning Manager.  This can be done by clicking on the “Go To” drop down and 

selecting Catalog Administration.  See below –  

 

From here, you’ll see Courses on the left hand side and a link that says “New Quick Course”.  

Click “New Quick Course”. 



 

 

 Once you click “New Quick Course” a wizard will start that will take you through the process of 

creating the course to your specifications.  The first page will ask you to select the delivery type for the 

course you are creating.  To create a VLE course, select Virtual Class from the drop down arrow. 

 

Once you have selected Virtual Class, Hit the “Next” button.  The next page will allow you to define your 

course parameters.  We’re going to split the define course page into three parts to get a better 

understanding of each part before we move one.  In the following screens, you’ll see various screen 

shots followed by charts that detail important fields in the preceding screen shots.  Reference the chart 

to determine what you should do in each field.   



 

Required Fields   

Title BAI Offices BSA Webinar We can name the course 
whatever we want 



ID BAIO BSAW 01 The ID needs to be unique 
throughout the system, similar 
to usernames. 

Start Date 09/26/2011 The start date is the day of the 
event 

Session Template General Session Template We add the general session 
template to the course here by 
clicking the pencil.  Directly 
below this chart we will detail 
how to add the session template 

 

Add Session Template to Course 

 To add a session template to a course, click the pencil next to the session template field when in 

the define course section of the new course wizard.  The following screen will appear. 

 

The session template will appear based on the date you selected in the start date.  If you set your course 

to take place on a Tuesday, you will need to change the start day in the search options in order to find it 

if your general session template has a different day.  You could also just choose “Select One” from the 

drop down to include all days in the search.  Otherwise, just select the general session template by 

clicking the radial button next to it, the click the “Select and Modify” button.  The following screen will 

appear. 



 

From here, we actually want to hit the delete button under actions and then click “Add Session”.  From 

here, we can detail exactly the dates and times that the session is taking place.   

 

Once you’ve selected the date and time you need, click the save button. 



 

Click the Finish button and you will add the session template to the course. 

 

 

You have successfully added your session template with the correct dates and times.  Once the course is 

completed, we can adjust the session template text to reflect the dates and times of the events 

occurrence to help the students find the correct event more easily. 



 

Required Fields   

Language English English is the only language that 
you can choose in this case 

Location Leader 1 Webinar Room Add the location that relates to 
the leader of the event so to 
reflect the correct time zone 
 

 

There are other important fields in this section that relate directly to the event itself.  The following 

chart details them. 

 



Optional Fields   

Welcome URL None You can send students to a 
custom URL before the event 
begins 

Logout URL None You can send students to a URL 
after the event ends 

Teleconference Number 888-224-0037 If you are having students call in, 
this information will be detailed 
to them.  If you are only using 
VoIP, you do not need a 
teleconference number 

Teleconference Access Codes  809 If the phone number you are 
using requires an access code for 
entrance, you would put that 
code in this field 

Record Event Yes Click the box if you want the 
event recorded 

Audio Options Telephone This drop down allows you to 
choose between Telephone, 
Telephone and VoIP or simply 
VoIP 

   

 



 

 

Required Fields   

Min Count 3 The minimum count represents 
the number that must attend to 
avoid cancelling the event 

Max Count 40 The max count reflects the 
maximum number of attendants 
that the webinar room can hold.  
This should always be 40 

Max in wait List 5 Max in wait list represents the 
number of students you will 
allow to be waitlisted in the case 
that someone drops out.  
Waitlisted students will be auto-
promoted in order as student 
drop the course. 



There are also some optional fields in this section that might be worth taking a look at.  The following 

chart details them. 

Optional Fields   

Stop Auto Promotion Date None This date ends the promotion of 
students in the wait list to the 
registrants.  It helps finalize the 
roster 

Open Enrollment Date None You can move the availability of 
the course into the future by 
using this date.  It will not be 
available for students to enroll 
until this date occurs 

Enrollment Close Before 09/23/2011 After this date passes, users will 
no longer be able to register for 
the course.  Helps finalize the 
roster 

Offering Reminder Start Date 10 Putting a number in this field will 
tell the system to send an email 
to all registrants to remind them 
of the start date of the event.  
This only works if the users have 
emails in their profiles in the 
system 

 

Course Creation Completion 

 Once you hit Finish and create your course in the LMS there are a few more steps that need to 

be taken to get it ready for the day of the event. 

 First, you’ll need to change the text in the session template field to reflect the date and time of 

the event to help the user locate the correct course.  To do that, simply delete the text in the session 

template field that says “General session template” and replace it with something that reflects the date 

and time.  You also want to make sure you click the Display for Call Center and the Display for Learner 

boxes.  Checking these boxes allows the students to search for and register for the course.  If they are 

not checked, even if you assign the course to them, they may not be able to launch the event.  See 

below for a screen shot of what this looks like. 



 

To clarify the process that we’ve just gone through, what we’ve done is create a course and an 

offering.  The offering is the actual event that the student will attend.  An offering can have several 

events, for instance, a student may have to attend three different sessions to pass the course.  In that 

case you can add a session in the session template for every event that that student will need to attend 

to get full credit for the course.   

Adding an Instructor to an Offering 

 To add an instructor as a leader for the event, go to Catalog Administration and click on 

“Offerings” on the left hand side.  Note that the meeting cannot be opened for students to join without 

the instructor opening the room.  From here, change the delivery type to virtual class and click search. 

 



 

 

Once you hit search, a results list will appear and you just need to click on the title of the 

Offering to get to the offering details.  Once on the Offering details page, click the “Resources” tab. 

 

 

 To add your Instructor, click the “Add Resource” link highlighted in red above.  The following 

screen will appear. 



 

From the resource type field, select “Person”.  From the Purpose field, select “Instructor”.  From the 

Instructor Role field, select “Leader” (“Co-Presenter” is also an option if you have more than one 

presenter but you can name only one resource as the leader). 

 Next, click the grey picker box to the right of the Resource field.  The following screen will 

appear. 



 

 To find your instructor, delete out the location, uncheck the Qualified Resources Only box and 

place a % sign in the Resource name field, then click “Search”. 



 

Check the box next to the resources name that you want the make the leader and the username for that 

resource will appear in the original screen.   See below. 



 

Check the box next to “For the selected resource, ignore any scheduling conflict” (if you do not check 

this box, the resource will not be added correctly).  Then, just click save.  You will see the resource 

populated in the offering. 

 

You have successfully created your VLE course.  Now, you can enroll students into the offering 

yourself using the Batch Enroll functionality, add the offering to a Prescriptive Rule and assign the course 

that way, or you can let the students search for and find the specific offerings that they want to attend 

from the Knowledge Center. 

 



 

Instructor 
 

The Instructor is responsible for launching the meeting from the Learning Manager and running the 

meeting as the Leader.  In terms of managing the offering in the LMS, the Instructor can manage the 

roster just like he/she could for an Instructor Led Training offering.  First, we’re going to look at 

launching the webinar. 

Launching the Webinar as an Instructor 
 To launch the room from the Learning Manager, the Instructor will need to log in to the LMS and 

then access the course from the Instructor’s Desk which can be navigated to using the Go to drop down 

in the top right corner of the screen.  

 

The following screen will appear. 

 

From the “Delivery Types*” drop down choose Virtual Class and then click the “Search” button.  The 

Instructor will only see those courses that they have been added as a resource for. 



 

To access the course you want to launch, click the title of the course.  We’re going to select BAI BSA 

Webinar 003. 



 

 

From this Learning Details page, the Instructor has access to the roster, can set attendance and set 

results.  For our purposes in this section, we want to open the room itself.  To do so, click the session 

shown above.  The following screen will appear. 



 

By clicking the “Lead” link, you will launch the room for your webinar and be able to conduct your 

session from there.  You can also export the session to your Outlook calendar to save the date and time 

as a reminder. 

Managing the Offering in the Learning Manager as an Instructor 
 There are several things that the Instructor can see and do in the offering itself before and after 

the event takes place and if you are familiar with Instructor Led Training in the LMS, this functionality 

behaves exactly the same way.  In fact, it’s exactly the same functionality.   

First, the Instructor can view the roster for those who have registered by clicking on the roster tab from 

within the offering details page. 



 

From here, the Instructor can see how many seats have been filled and by whom and also send “On 

Demand Notifications” or emails to those students on the roster. 

After the event, the Instructor can view the Attendance page and detail how long users were actually in 

the room for the event for the specific session that they attended.  Or, they can mass grant time to all 

users using “Mass Grant to all Learners” feature. 



 

An Instructor can also click on the Roster tab to finalize results. 



 

Currently, the way the room and the LMS speak to each other facilitates the need for the 

instructor to manually verify the results of each student.  Students who attend the event and enter the 

room, regardless of how long they stay in the room, will be considered successful by the room itself and 

will relay that successful completion status to the LMS.  The Instructor will then need to come back to 

the Roster page and determine if the student did in fact do enough to be considered successful. 

 

Running the Room 
 Once an Instructor has clicked the “Lead” link from the LMS, the Centra event room will launch.  

This next section will detail the functionality of the event room itself. 



 

There are several things that an instructor can do in the room itself.  The following content will detail 

this functionality. 

Meeting Controls 

 The Meeting Controls section allows interaction with Leader and participants.  

 

The following chart will detail each function of the meeting controls section. 

Meeting Controls   

Hand A student clicking the hand 
means an attendee would like to 
ask a question 

Students and Presenters can use 
this function 

Green Check Represents “yes” or agreement 
or an affirmative 

Students and Presenters can use 
this function 



Red “X” Represents “no”, disagreement 
or a negative 

Students and Presenters can use 
this function 

Smiley face Represents laughter Students and Presenters can use 
this function 

Hands clapping Represents applause Students and Presenters can use 
this function 

Open door Leaving the room Students and Presenters can use 
this function 

Street light Begins and ends the session – 
starts recording and allows 
access to whiteboard and Share 
desktop 

Only Presenters can use this 
function 

Camera Represents Live video Only presenters can use this 
function 

Whiteboard Opens whiteboard mark up tools Only Presenters can use this 
function 

Share desktop Shares the presenters desktop Only Presenters can use this 
function 

 

Whiteboard Tools 

 The whiteboard tools allow you to mark up documents you’ve uploaded into the Agenda section 

or even a website that you are viewing via Shared Desktop.  Or you can simply markup the open 

whiteboard area. 

 



Share Desktop 

 The share desktop functionality allows you to show what is happening on your screen outside of 

the Centra room.  So, any application that you cannot upload into the agenda of the room, you can 

simply share your screen and present it that way.  To share your screen, click the “Share Desktop” 

button in the Meeting Controls section. 

 

When you share your desktop, the following screen will appear. 

 

From here you can access any open browser or file and everyone in the room will be able to see it.  Also, 

the audio, people, agenda and chat features are available in the mini-room to the top right of the 

screen.  You can see people raise their hands or agree or disagree.  You can stay connect to the room 

itself through this feature.  You can also use markup tools to point out something on the website or 

document you are sharing and can stop or pause sharing as well.  To stop sharing, click the “Quit 

Appshare” button in the middle of the screen. 



Audio 

The audio section will display call in information or have functionality that will allow you to 

broadcast audio using VoIP and volume controls for speakers and the mike.  The three pictures below 

detail each example available. 

Telephone - 

 

 

VoIP ς  

 

 

Telephone and VoIP- 

 

 

People 

 The people section shows all participants and allows the presenters to clear all meeting controls 

being used. 



 

Agenda 

 In the agenda, you can upload documents like .pptx files, or video or audio files and then 

rearrange them at will in the folder structure provided by dragging and dropping. 

 

The blue arrows allow you to move up and down the presentation and the Clear link will remove 

everything from the agenda. 



Chat 

 The chat section is closed by default in the room and you may need to remind your attendees 

that it is there, but it allows the presenters to speak with only each other, everyone or students 

individually.  The students my chat to all or presenters only. 

 

 

Student 
 This next section will deal with the student’s experience with the Virtual Class.  Taking a VLE 

course as a student is not like launching a WBT course.  For one thing, in order to get access to the event 

room itself, the student must click the Attend link from their Current Enrollments page.  But, the link will 

not be visible until 15 minutes before the event start time.   

Accessing the Event Room 
 To access the Current Enrollments page, the student can click the header in the current 

enrollments portal on the home page of the LMS.  See below. 

 

Clicking that link takes them to the following page. 



 

 

The student can then find the course for the event from the list where they should see an “Attend” link.  

Clicking the attend link takes you to the following page. 

 



Clicking the “Attend” link under the Virtual Sessions section will launch the room for the student.  If the 

student must attend multiple sessions for full credit, each session will appear underneath the Virtual 

Session section.  The attend link will only be visible for the session about to take place. 

Accessing Recordings 
 

Centra Tool outside the LMS 
 The Centra sub-site that every VLE user will have access to will have its own URL that is unique 

to that organization.  Check with the CSS team if you have not received or do not know what your 

Centra URL is.  Once you have the URL, simply navigate there and enter your username and password 

for entry.

 

Once logged in, the following page will appear. 



 

The user will automatically be defaulted to the My Schedule view in the site.  From here, they will be 

able to see any upcoming meetings they are enrolled in or are the leader of.  There are several tabs in 

this view and the chart below, describes them. 

My Schedule  

Upcoming This tab will show you a list of any meetings you 
have in the future 

Ongoing Will list any meetings that have been designated 
as ongoing.   As a best practice, you should not 
have any ongoing meetings. 

Recordings Will list any recordings that you have either 
created or participated in with options to play back 
or run reports on them. 

Past This tab lets you see all past meetings with the 
option to view the enrollment or run reports on 
the room 

 

Reports in Centra 
  

 The most important report that the VLE instructor will run is the attendance report.  The 

attendance report can be run from the Centra sub-site that all VLE users will be given.  The reason an 

instructor will need to run this report is to validate the results of the event in the LMS.  When a student 

enters the meeting room and then leaves, regardless of how much time they spent in the room, Centra 

will communicate a successful completion to the LMS. 



 The instructor will then run the attendance report from the Centra sub-site to validate the 

results manually. 

Once logged in the Instructor can go to the Past tab from the My Schedule view. From here, they can 

click the “Reports” link. 

 

The following page will appear. 

 

To run an attendance report, click view next to either “Attendance Summary” or “Attendance Detail”.  

The attendance detail report can be seen below. 



 

These results can be exported and then used to verify attendance in the LMS in the Results tab of the 

offering for the course. 

Creating and Running an Event in Centra 
 In the event that you just want a one-off meeting with a group of your branch managers, for 

example, the Centra sub-site will allow you to create an event in the sub-site for this purpose. 

 To create an event in Centra, login to the Centra sub-site provided to you and go to “Manage 

Events”.   



 

The following page will appear.   

 



From this page, you will be able to see all the events that were created via the Learning Manager and 

also those that you create in the sub-site.  To create a new event, click the “New Event” button 

highlighted in red above.  The following page will appear. 

 

In the Schedule section, you can give the event a name, set the day and time of the event as well 

as the Time Zone.  In the System capacity option, in the enrollment limit field, you can detail the number 

of seats in the room.  No room can go over 40 seats. 

 Also, in the Session Options section, you can determine whether to record the event. 



 

 

In the next section, you can set the early attendance limit to 15 minutes, 30 minutes or “No Limit”.  You 

can also set a password on the room that will force those who wish to enter to use the password to gain 

entry. 



And just like in the Learning Manager, you can choose your audio options.  See below for an example of 

where to put phone number info. 

 

After filling the necessary fields out, click “Create and Edit Enrollment”.  What this allows you to do is to 

enroll users directly into the room and to also set the leader for the room.  You cannot run a room 

without a leader. 

 

First, you want to add your leader.  You can do this be searching for the user you wish to designate as 

the leader.  You can search by login ID, First Name, Last Name, Email Address, Employee ID, or all 

options.  After typing the necessary information into the find field and choosing the find type in the drop 

down, click “Search”.  The following screen appears. 



 

We have found everyone who has the first name “Matt”.  The boxes next to each user will be checked 

by default so you will need to uncheck those in the results that you do not want to add to the 

enrollment for the room.  If you want to include all users, simply click the “Enroll Selected” button.  

Then, click the “Current Enrollment button”. 



 

This page shows you the full enrollment list.  To set your leader for the event, click the box next to the 

user you wish to designate as the leader and click the “Set to Leader” button. 

 

The Role column will then populate the leader designation for the user selected. 

Running a Room from Centra 
Once you have created your room, there are several ways to open the room as the leader to run 

the room. 

From Centra, you can go to the manage events page, and after finding your event from the list, 

click the “S” icon to the left of your room.  See below. 

 



The following page will appear. 

 

From here, you can click the Guest Attend URL to enter the room.   You can also copy the URL to send to 

participants.  Once you click the Guest Attend URL, the following page will appear. 



 

Simply type in your email address and click the “Attend” button.  The room should then open for you. 

Conclusion 
This concludes our documentation for the BAI VLE and Centra functionality within the BAI Learning 

Manager 3.0.  We hope you have found this documentation helpful and if you have any further 

questions or concerns, you can reach our Customer Support Services area in the following ways –  

o Dial 1-800-264-7600 

o Email customersupport@bai.org 

 

 

 

 


