How to load Zoom Meetings as Courses in LMS
Each Zoom meeting is Two Modules:
Pre Attendance
Live Learning

To Begin Live Event Course Creation. 
Log in to PEPS
Select Courses, Make New Course
Name of Course and then description – use 18pt font  - Put Date in Title so it shows up first ex 2/23/24
Save
Course Reference Codes – C4OAS,  UniServ,  A1013
Save
Make sure to add keywords- Organizing, Campaign, Lab
Save
Then at next page go to content
Add Module – name it – Pre attendance (Docs, PDF)  Click Add Text describing “This is the place where all materials for this meeting are housed” Save  and  know that Then at some point can go back to edit to add documents and video
To add the zoom session – Live Learning – go to the menu on the left and select add click on  Live Learning
An event must be already created in Live Learning
Individual Sessions
Label the New Event the same way as the course name
Describe the Event – Some Vague description
Event Team – Event Owner(whoever creates the event) and leave instructors empty
Next Is event settings


Hit create to make the event – now you will schedule the one session 
Then go to Schedule Button
Name it again the same as the session and the course
Put the same vague description
Schedule it for the date and time
Select the Meeting Not Webinar, and the  zoom account in the drop down box you want to use – it should be yours
Select Disabled for minimum and maximum

Then Click the Schedule Button

Now the Live Learning center has made a Zoom meeting and it is not yet related to the course. Now you will go back to the course and associate it with the course. 
Go back to course and select Content , and add a live learning module.
Search for event name that matches the course, select add. 
Leave sequence content button OFF

Go back to main page  
Go to custom course data – choose C4Oas, Cost Center A1013,  Instructors Name – add whoever is running the course, and add who is the author

Go back to main page
Notifications  - Turn on Send/enable enrollment reminders,  7, 14, 21 in three of the boxes, then hit save

Go back to main page
Additional Setting – Enable the ones you want -  I turn on allow learner to unenroll, and I turn off course evaluation,  Type in course length, minutes

On the day of the meeting – You have to begin the meeting  in Zoom
Go back to Courses from the left navigation bar

Go back to main page
Got to Details to add description, outcomes, and thumbnail

Go back to main page
Display in Course catalogue
Course Categories,  Organizing
Restrict access by group
Members, Staff, Local Affiliates
Save

IN the upper right corner hit the button that says ACTIONS and select Publish
Find the course in the catalogue –Click the spyglass, Make sure the catalogue is highlighted when you click the spy glass to search the course name
Click on the course to open up the URL – send full url   https://neapartnerb.learnupon.com/catalog/courses/3909088


