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For more information: 

www.intercallapac.com  
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When creating an Event using Live Meeting Registration, there are multiple ways you can 
communicate with your audience.  The Library is where you can store the different 
communications so you are able to mix and match them with different events you create. 
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In creating an event, you can choose who presents the event, discover your audience, 
learn how effective your presentation was and customise the branding by using the 
following libraries:  
 

 Presenters 
 Registration Questions 
 Entry Page Questions 
 Tests 
 Surveys 
 Event Brandings 
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Live Meeting Registration allows you to create a library where Organisers can store a list 
of items that are used most often when creating events. Organisers and Administrators 
are only able to see their own library. 
  

1 Log on to Live Meeting Manager using your Live Meeting user login and 
password. This information, along with the URL for your Live Meeting conference 
center, is available from your Live Meeting account Administrator. 

2 From the My Home page click Events link under the Manage menu. 
3 On the Events home page, click on the Libraries link. 



  

 

 

 

�����������

Live Meeting Registration allows you to assign Presenters to events.  Using the Libraries, 
it is possible to add a list of the most frequent Presenters. 
 
Log on to Live Meeting Manager using your Live Meeting user login and password. This 
information, along with the URL for your Live Meeting conference center, is available from 
your Live Meeting account Administrator. 
 

1 From the My Home page click Events link under the Manage menu. 
2 On the Events home page, click on the Libraries link. 
3 On the Manage Libraries page, click Presenters. 
4 In the Presenter Library, click New Presenter. 
 

 

 

 

 
5 On the Create Presenter page, complete the following fields: 

 
� Name 



  

� E-mail address 
� Presenter image 
� Presenter information 

 
6 Click Submit to save the Presenter. 
7 From the Presenter Library page, click Done. 
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Live Meeting Registration allows you to ask questions of the customers registering for an 
event.  Using the questions, an Organizer can determine if the registrant should be 
approved for the event and the Presenters will be able to determine the audience’s 
background.   
 

1 Log on to Live Meeting Manager using your Live Meeting user login and 
password. This information, along with the URL for your Live Meeting conference 
center, is available from your Live Meeting account Administrator. 

2 From the My Home page click Events link under the Manage menu. 
3 On the Events home page, click on the Libraries link. 

 
 

 

 

 
4 On the Manage Libraries page, click Registration Questions. 
5 In the Registration Question Library, click New Question. 

 



  

 

 

 

 

6 On the Create a new registration question page, choose one of the following 
types: 

 
RadioGroupList Allows registrants to select a single answer 

from multiple choices. 
CheckBoxList Allows registrants to select multiple answers 

from multiple choices. 
TextBox Allows user to type a single line of text for an 

answer. 
TextArea Allows user to type more than a single line of 

text for an answer. 
DropDownList Allows user to select an answer from the 

drop-down list. 
ListBox Allows user to select one or more (using Ctrl) 

answers from a list of choices. 
 

7 Place a check mark next to “This is a required question” if desired. 
8 Type the question in the Question field. 
9 Enter an answer in the fields listed below the Add button. 
10 Depending on the Type of question, you can create multiple answers by clicking 

the Add button and entering answers in each text box. 
11 If an ‘Other’ option is required, place a check mark next to “Include an ‘Other’ 

option with a text entry field”. 
12 Click Save to save the question. 

 

�

�



  

�
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Using the Test feature, it is possible to measure the audience retention of the meeting 
information.  The process of creating a test includes adding questions and answers for the 
test. 
 

1 Log on to Live Meeting Manager using your Live Meeting user login and 
password. This information, along with the URL for your Live Meeting conference 
center, is available from your Live Meeting account Administrator. 

2 From the My Home page click Events link under the Manage menu. 
3 On the Events home page, click on the Libraries link. 

 
 

 

 

 
4 On the Manage Libraries page, click Test. 
5 In the Test Library, click New. 

 



  

   

 
6 On the Create a test page, enter a Title. 
7 Enter the Authors name. 
8 In the Description field, enter a description of the test. 
9 Write out the instructions for completing the test in the Instructions field. 
10 Click New under “Test questions and additional information”. 

 
   

 
11 In the “Create a test question” page, choose one of the following types: 

 
 
 



  

Multiple select Allows registrants to select multiple answers 
from multiple choices. 

Single select Allows registrants to select a single answer 
from multiple choices. 

Fill In The Blanks Allows user to type a single for an answer. 
True/False The user must choose True or False as the 

answer. 
 
12 Type in your question in the Question field. 
13 Enter an answer in the fields listed below the Add button. 
14 To add a field for another answer, click Insert Answer Choice. 
15 Mark the correct answer by placing a check mark in the field next to the answer. 
16 Click Save to save the question for the test. 
17 To add more questions to the test, click New under “Test questions and 

additional information”. 
18 On the Create a Test page, select which questions will be asked for the test by 

placing a check mark next to the question. 
19 Click Save to save the test. 
20 Click Done to return to Manage Libraries. 
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The Entry Page questions allow the Organizer to ask questions from all participants 
before the join the meeting. 
 
Note: If registration questions are used, the question on the Entry page should be different 
from the Registration Questions. 
 

1 Log on to Live Meeting Manager using your Live Meeting user login and 
password. This information, along with the URL for your Live Meeting conference 
center, is available from your Live Meeting account Administrator. 

2 From the My Home page click Events link under the Manage menu. 
3 On the Events home page, click on the Libraries link. 

 
 

 

 

4 On the Manage Libraries page, click Entry Page Questions. 



  

5 In the Entry Question Library, click New Question. 
 

 

 

 

6 On the Create a new entry question page, select a type: 
 

RadioGroupList Allows registrants to select a single answer 
from multiple choices. 

CheckBoxList Allows registrants to select multiple answers 
from multiple choices. 

TextBox Allows user to type a single line of text for an 
answer. 

TextArea Allows user to type more than a single line of 
text for an answer. 

DropDownList Allows user to select an answer from the drop-
down list. 

ListBox Allows user to select one or more (using Ctrl) 
answers from a list of choices. 

 
7 Place a check mark next to “This is a required question” if desired. 
8 Type in your question in the Question field. 
9 Enter an answer in the fields listed below the Add button. 
10 Depending on the Type of question, you can create multiple answers by clicking 

the Add button and entering answers in each text box.   
11 If an ‘Other’ option is required, place a check mark next to “Include an ‘Other’ 

option with a text entry field”. 
12 Click Save to save the question. 
13 Click Done in the Entry Question Library. 
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Surveys could be used to gain feedback of the event from the participants. 
1 Log on to Live Meeting Manager using your Live Meeting user login and 

password. This information, along with the URL for your Live Meeting conference 
center, is available from your Live Meeting account Administrator. 



  

2 From the My Home page click Events link under the Manage menu. 
3 On the Events home page, click on the Libraries link. 
 

 

 

 

4 On the Manage Libraries page, click Surveys. 
5 In the Survey Library, click New survey. 

 
 

 

 

 
6 Enter a Title for the survey. 
7 Type a description of the survey in the Description box. 
8 Enter a Thank you message your participants will see once they have completed 

the survey.  
9 Click New under “Survey questions and additional information” to create a 

question. 
 



  

 

 

 

 
10 In the Create a new survey question page, choose from the following in the drop-

down field. 
 
RadioGroupList Allows registrants to select a single answer from 

multiple choices. 
CheckBoxList Allows registrants to select multiple answers 

from multiple choices. 
TextBox Allows user to type a single line of text for an 

answer. 
TextArea Allows user to type more than a single line of 

text for an answer. 
DropDownList Allows user to select an answer from the drop-

down list. 
ListBox Allows user to select one or more (using Ctrl) 

answers from a list of choices. 
 

11 Place a check mark next to “This is a required question” if necessary. 
12 Type in your question in the Question field. 
13 Enter an answer in the fields listed below the Add button. 
14 To add a field for another answer, click Add. 
15 If an ‘Other’ option is required, place a check mark next to “Include an ‘Other’ 

option with a text entry field”. 
16 Click Save to save the question. 
17 Click New to add more questions to your survey. 
18 Click Save to save the Survey. 
19 Click Done to return to Manage Libraries. 
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1 Branding allows the Organizer to brand event registration pages according to the 
presentation or the entire event. 



  

2 Log on to Live Meeting Manager using your Live Meeting user login and 
password. This information, along with the URL for your Live Meeting conference 
center, is available from your Live Meeting account Administrator. 

3 From the My Home page click Events link under the Manage menu. 
4 On the Events home page, click on the Libraries link. 

 
 

 

 

5 In the Manage Libraries page, click Event Brandings. 
6 In the Branding Library, click New Brand. 
 

 

 

 

7 Enter a Title for the Brand under Brand name. 
8 Use the color picker provided to choose the color for the Header, Left Column 
body and Page Body background. 

 
Note: Listed colors use the web-safe palette of 216 colors. 

 



  

 

 

 

 

 

   

 

9 Check the box for Default Branding if you would like to automatically apply this 
branding to future scheduled events. 
10 Click Browse to choose an image, such as a logo, to be added to the branding. 

 
Note: The image will appear in the upper left corner of the page.  Live Meeting will compress 
the branding image to 600 x 150 Pixels. 
 

11 Click Save to save the branding. 
12 Click Done to return to the Manage Libraries page. 
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Use the Basics to display what the event is about.  The Basics are required in order to 
create an event. 
 

1 Log on to Live Meeting Manager using your Live Meeting user login and 
password. This information, along with the URL for your Live Meeting conference 
center, is available from your Live Meeting account Administrator. 

2 On the My Home page click Events link under Manage. 



  

 

 

 

3 On the Events home page, click New Event. 
 



  

 

 

 

4 Under “Step 1 – Event Basics (required”), enter the title of the event. 
 

 

 

 

5 Enter a description of the Event. 
6 Under “The Event has”, choose Live Meeting if the Event will be delivered live or 

Recorded session if the Event has been recorded and the participants will view 
the recordings. 



  

7 Under “Registration approval is”, select Manual if you would prefer to manage 
registrant approval or Automatic approval to have the system automatically 
approve all registrants. 

8 Mark the event Public if you would like all Organisers to be able to view the 
Event. 

 

������ �������

The Event Details are used to allow the Organizer to communicate with the participant 
using e-mail notifications and the Event branding, and receive the participant’s 
demographic using questions from Registration Form, Entry Questions and a Survey. 
 

1 Click Registration Form from the Create a New Event page, and choose the 
personal information you will request from the registrant.  The Registration Form 
also includes a section to add Registration Questions. 
 

 

 

 

2 Click E-mail Notification to choose and modify the communications that will be 
sent to Organisers, Presenters and Registrants. 
 

 



  

Notification Description 
Confirmation Emails  Inform registrants that they have been 

approved to attend event. 
Approval Denied Emails  Inform registrants that their 

registration has been declined. 
Presenter notifications  Send meeting pointers and event 

details to Presenters. 
Event Organizer alerts  Alerts the Organizer to pending 

approvals. 
Post meeting notifications  Include surveys, and post meeting 

notes. 
Post meeting notifications for non-
Attendees  

Used to follow up with registrants that 
did not attend the event. 

 

   

3 Click Entry Questions to ask questions of the participants of the meeting.  From 
the Entry Questions page, new questions could be created or questions from the 
Library could be added. 
 



  

 

 

 

4 Click Event Branding to brand the event.   From the Edit Branding page, a new 
brand could be created or an existing brand could be chosen from the Library. 
 

 

 

 

5 Click Surveys to add a Survey to this event.  From the Event Survey page, a new 
survey could be created or an existing survey could be chosen from the Library. 
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An event could be similar to a television mini-series where it could have 3 shows or it 
could contain 7 shows.  Every event must have at least one meeting.  
 

1 Click New Meeting from the Create a New Event page to schedule a meeting.  
The scheduling includes Start and End date and time, Registration close Date 
and seats available. 

 
Note: The phone number used for meetings will be the Organisers default conference call 
number, listed from their Meeting Options. 
 

   

2 Click Save to save the meeting for the Event. 



  

 
3 It is possible to create multiple meetings for the event.  Click New Meeting to 

keep adding meetings to the event.  
 
Note: To verify the Meeting Details and options, Click Here under Meeting Details. 
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Meeting Elements are items that can be added to enhance the Event.   
 

1 Click Event Presenters from the Create a New Event page to add a Presenter to 
the event. 
 

 

 

 

 
2 Attach event materials or handouts under Meeting Handouts.  A link to the 

Handouts will be included in the confirmation e-mail and Handouts will 
automatically be uploaded to the meeting.  Attendees will be able to download 
the material directly to their computer. 
 

3 To add a test to your Event, click Tests to create a new test of add one from the 
library.  
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View the event information and perform the following from the Summary page: 
 
Send E-mail Send Invites Send invitations to possible 

participants to register for the event. 
Send Updates Send updated event information if 

needed.  
Preview Registration Page View the registration page. 

Entry Page View the entry page. 
Survey View the Survey page.  

Manage Registrants Approve or decline registered participants. 
Edit Event Modify the event. 
 
Click Summary from the Create a New Event page save the event and view the event 
summary page.  



  

 

 

 

 
Publish Now 
 
The event must be published before participants may be invited or register for an event.  

 

 

 



  

����������"������#$����
 
Event Reports 
 
The Reports contain all the responses from the registrants.  This includes the 
Demographic Questions (Registration Form), Registration Responses, Entry page 
Responses, Survey Responses and Test questions. 
 

1 Log on to Live Meeting Manager using your Live Meeting user login and 
password. This information, along with the URL for your Live Meeting conference 
center, is available from your Live Meeting account Administrator. 

2 On the My Home page click Events link under the Manage. 
3 On the Events home page, click Event Reports. 

 
   

 
4 On the Reports page, click the event title. 
5 Click the Reports icon for each individual meeting that was held for the event. 

 



  

 

 

 

 
6 In the meeting report, click the plus “+” sign next to each registrant to review how 

the registrant responded to each question.  This information includes 
Demographic Questions (Registration Form), Registration Responses, Entry 
page Responses and Survey Responses. 



  

 

 

 

 
7 Click Download to CSV to export the report to a spreadsheet format. 

 
Note: The spreadsheet contains all the information listed on the web page. 
 

8 Click Test Results – <name of test> to view results for a specific event. 
 


