Scheduling a Session
1. Go to “Classes” and click on the blue ‘Schedule’ button.

0 HOW TO TEACH VIRTUALLY SLGLT

\SHBOARL SCHEDULE CLASSES ESSIONS ENTS

Active Classes

Class Language Delivery Format ot Remaining Units Student Deadline

Number

500314 English Individual 200 200 Demo Student Now. 17,2024

2. Enter the lesson date and time, choose the platform and enter the meeting link. *Please note
that the meeting link must include https://

“.GLTEngage

Schedule Session CLASS 500314 m

AVAILABILITY
Date Start Time End Time. Duration

som May 28 -Jun 3,2023

Mon, May 29, 2023 .00 PM

Delivery Mathod

TokBox
Google Meet

+ Zaom Mesting
Skype
Microsoft Toams
rher

Notes 10 Student (Optienai)

Sesslon Noves

Ropeat Session

3. Once the scheduling is completed, you will see the below page with the session link on the
bottom.



+.GLTEngage 2 A (M) oo @

€ GoBack

@ Session Scheduled CANCEL

Demo Student
staging-student@global-it com
5402469798

Scheduled Session Details

Scheduled Start Date Scheduled Time

n, May 29,2025 0200 PM (EDT

Duration Delivery Method

s0m virtual

Class Number Session Status

500314 Scheduled

Delivery Format

Individuas

Notes to Student

Conferencing Details

4. Copy the session link and share it with your student. There are 2 ways to copy the session link.
a. Click on the link at the bottom of the session detail.

Demo Student
staging-student@global-lt.com
5402469798

Scheduled Session Details

Scheduled Start Date Scheduled Time
Wed, May 31, 2023 06:00 PM (EDT)
Duration Delivery Method
1h Virtual

Class Number Session Status
500314 Scheduled

Delivery Format

Individual

Notes to Student

Conferencing Details

Zoom Meeting Meeting Link

[0 https://stage.gltengage.com/join/7cBaced7-8566-ed11-8139-00155d3c155e



b. Click on ‘CLASSES’ and then click the class number to go into Class Details.

L]
DASHBOARD SCHEDULE CLASSES SESSIONS STUDENTS
Active Classes
Class Number Language Delivery Format Approved Units Semaining Student
nits
500314 English Individual 90.0 90.0 Demo Student
. ¢ . . Vi
c. Click on ‘Copy meeting link’.
Class Details Talent
Class # 500314 —
Status: Active ‘/IIO\I\I
I0) copy meeting link Na /)
[] Copy g \\_:'__/
Demo
Language Delivery Format Teacher
English Individual
Student
Delivery Method Approved Units 7 O y
| ]
Virtual Instruction 20.0 _—
Demo
Student
Used Units - Approved Used Units - Pending Budget: 0.0
0.0 0.0
Remalning Units Completion Date
90.0 NN17/2024
Talent Rate of Pay Notes
Virtual : -
$50.0 / Hour

Face-to-Face:
$ 0.0 /Hour

5. The link can then be pasted in your communication to your student by either right clicking and
selecting paste or hitting ctrl and V on your keyboard at the same time.

Joining a Session

1. When you log into GLTEngage, you will see upcoming sessions on your DASHBOARD. For
sessions starting in less than an hour, the ‘START CLASS’ button is activated in orange. Click on
the orange ‘START CLASS’ button to start the session.

DASHBOARD SCHEDULE CLASSES SESSIONS STUDENTS

& Upcoming Sessions Viewall 2
Class with Phoeba B
- (o] =]
Tue, Dec 19, 0200 PM
Class with Rachel Karen Green ﬂ
0
Wed, Dec 20,10:00 AM



2. Alternatively, you can copy and paste the GLTEngage session link in the URL bar. If you are not
logged into GLTEngage, it will ask you to log in.

The student can join the session by either logging into GLTEngage or copying and pasting the GLTEngage
link in the URL bar.

Adjusting the Time Length on a Scheduled Session

Before the session has occurred,
1.

If there has been a change to the scheduled date, time or length, go to the “Schedule” section
and click into the session.

SCHEDULE CLASSES STUDENTS

Calendar

Now 12 to Nov 18, 2023
Class Number Session Date Time

ration Student Delivery Method
146980 Nov. 16,2023 0430 PM (EST)

Phocbe B
146980 Nov. 14, 2023

Virtual
04:30 PM (EST)

Phoebe B Virtual

2. Select “EDIT.”

Confirm Session

Phoebe B
Jjoey.tribbiani@global-lt.com

Scheduled Session Details
Scheduled Start Date Scheduled Time
Thu, Nov 16, 2023 0430 PM (EST)

3. Make any necessary changes and save.



Edit Scheduled Session CLASS 146980
AVAILABILITY

Date Start Time End Time Duration

Thu, Nov 16,2023 04:30 PM 0530 PM 10 Nov 5-11,2023

Sun0s | Mono06 | TueO7 Wedog Thuo2  Frilo satm
Delivery Method

6am -
Virtual (online)
7am
A VIrtual session Is delivered online using a device and a conferencing tool fike Zoom,
Teams, etc.
sam
Add Conferencing
9am
Zoom Meeting
10am
Conferencing Details
Tlam
https:/fusO2web.zoom us/j/52737047
12pm
Notes to Student (Optional)
Tpm -
Session Notes
scheduled Time Avallable Time [ unavallable Tme

500 character limit

After the session has occurred,

If a session is shorter or longer than originally scheduled, you have 3 hours to make any adjustments
before the session is automatically confirmed.

1. You can adjust the start or end time by selecting ‘Confirm’ in the scheduled session detail
screen.

(O Confirm Session m m | canceL |

Student Tommy
jon2@glt-student.com
128015198

Scheduled Session Details

2. Adjust the start or end time as needed.



Session Confirmation Class 156618

Please confirm the start time and end time of this session

Date Start Time End Time Duration
Thu, May 18, 2023 12:30 PM 12:45 PM 15m

WARNING: Using profile time zone (America/Los_Angeles)
Delivery Methed

Face to Face

Feedback for Student (optional)
Enter your feedback for the student here (optional)

[J This Session didn't occur

CANCEL | SUBMIT

3. Select ‘Submit’.
Session Confirmation Class 156618

Please confirm the start time and end time of this session

Date Start Time End Time Duration
Thu, May 18, 2023 12:30 PM 12:45 PM 15m

WARNING: Using profile time zone (America/Los_Angeles)
Delivery Method

Face to Face

Feedback for Student (optional)
Enter your feedback for the student here (optional)

[J This Session didn't occur

CANCEL | SUBMIT

Submitting a Late Cancellation or No Show

1. You can submit a late cancellation or no show session by selecting ‘Confirm’ in the scheduled
session detail screen.

(O Confirm Session m ml cANCEL |

Student Tommy
jon2@glt-student.com
3138015198

Scheduled Session Details

2. Select the check box for ‘this session did not occur’ and choose late cancellation or no show.



Session Confirmation Class 156618

Please confirm the start time and end time of this session

Date Start Time End Time Duration

Thu, May 18, 2023 12:30 PM 12:45 PM 15m

WARNING: Using profile time zone (America/Los_Angeles).
Delivery Method

Face to Face

Feedback for Student (optional)
Enter your feedback for the student here (optional)

This Session didn't occur

No show (Student did not attend or notify you.) -

CANCEL | SUBMIT

3. Select ‘Submit’.
Session Confirmation Class 156618

Please confirm the start time and end time of this session

Date Start Time End Time Duration

Thu, May 18, 2023 1230 PM 12:45 PM 15m

WARNING: Using profile time zone (America/Los_Angeles)
Delivery Method

Face to Face

Feedback for Student (optional)
Enter your feedback for the student here (optional)

[ This Session didn't occur

CANCEL | SUBMIT

**¥If both you and your student do not join through the GLTEngage Dashboard or the Unique
GLTEngage Class Link, your session will not be automatically approved. These sessions will
need to be submitted using the Confirm and Submit button as done previously. And students
will have to approve the sessions manually on their GLTEngage Dashboard.



