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ENROLLING IN A CLASS 

How to enroll 

Depending on the circumstance, your instructor or administrator may enroll you into a class. If that is 
the case, you will receive information in an email about your class.  
 
Otherwise, you will have to enroll into the class yourself.  

Log onto the community.  
 
Select Learning. 

  

A virtual class maybe assigned to 
you under My Assignments or 
you may have to add the class 
under the Course Catalog. 
 
For this example, open Course 
Catalog (Add a Course).  

 

Select the class or training you 
are looking to enroll into. 

  

Click Select a Session. 

  

Enter your email if its not already 
populated.  Email is required. 
 
Select a location.  
  
Click in the date field to view 
available session dates (in green). 
  
Select the date highlighted in 
green and click Go. 

 
 

 



  

View all available sessions for 
that date  
  
Click Select to enroll into session 
of your choosing. 

 

  

You will see a confirmation at the 
top of the page that you have 
enrolled in the session. 
  
You can close the Select a 
Session form. 

  

  



Reviewing your schedule 

Go to your community page  

Any upcoming classes 
will show on the home 
page. 

  

Click the class title for 
more information. 
 
Clicking the Launch 
Virtual Class button 
before the class starts 
will send you to a 
waiting room. 
 
An instructor also has 
the option to hold 
attendees in a lobby 
until they are ready to 
start the class. 

 

 

You can also check your email for these same details. 

 

  



Preparing your computer for class 

Use the test link in the email 
confirmation you received to 
check your computer settings. 
 
You can also click the Is my 
computer ready to join a 
virtual classroom? link before 
the class starts. 
 
The link is also provided here 
for your convenience. 
  
  

https://www.promisepoint.com/support/troubleshoot/index.html 
 
  

 
  

Make sure your sound is 
working 

If you have a headset or using your computer speakers, test that they 
are working. 

Test your mic Most sessions will have attendees muted, but you may be asked to 
speak or need to speak throughout the session. 

Video Most sessions will have video turned off for attendees, but you may be 
part of a breakout group or be asked to participate in sharing your 
video camera.   

 

  

https://www.promisepoint.com/support/troubleshoot/index.html


ATTEND A CLASS 

Join the class 

Log onto the community.  
 
Select Learning. 

  

Select My Assignments. 

  

Find the assignment that you 
are enrolled in. - click on it to 
expand the details and display 
the Launch button. 

  

Click Launch Virtual 
Classroom.  

  
  
  



Quick glance at classroom features 

Standard Options  
 

 
 

  

Viewing Options (if not 
locked) 

  

Keep an eye out for 
messages on the bottom 
left of the screen. 

  
  



  
  
  
  
  

How to communicate 

Raise your hand 
a. By clicking this button, it 

will alert the trainer that 
you have a verbal 
question or something to 
share on mic, allowing 
them to open your mic up 

 

 
 
 
 
  

Chat by clicking Conversations, 
and the arrow on the screen, 
you can send a message two 
ways. 
 
1. Group message  
2. Per individual 

a. Select the individual 
and send them a 
private message. 

  

 

  

Ask a question by clicking 
Questions and Answers. You 
can post a question that will be 
answered by the instructor or 
speakers. 
 

1. Ask your question. 
2. If you want to remain 

anonymous, click Ask 
anonymously box . 

 
 

  

  
 

  



How to leave the meeting 

You have 2 main options 
to leave the meeting:  

1. Select Close Course 
(upper right-hand 
corner). 

2. Select leave 
meeting. 

  
  

 
  

 

 

How to access materials from the class 
Check with your instructor for instructions regarding any resources available before or after the class. 

 

  



Adjusting settings during class 

Click Settings.  

 
 
  

The Video and Audio tab lets 
you check and update your 
settings 

  

The Tech Info tab is the best 
screen to get information 
about your computer.  

  
Notice you can copy the 
information then paste it into 
an email or a document.  

  
 



How Breakout rooms work 

The instructor may break you 
into "teams" at some point.   
  
If this happens, you will be given 
the option to allow access to 
your mic/speaker and video. 
  
(Recommended - Turn on 
microphone and camera for full 
participation) 

  

You will see a notification which 
breakout room you are in at the 
bottom of the screen. 

  

Your instructor may broadcast a 
message - this shows up in the 
lower left-hand corner. 

  

When breakout is over, you will 
be asked to verify your sound 
again and then be moved back 
in the main screen. 

  
  
 

 


