
Virtual Connections Portal Training
&

Step-by-Step Instructions



• VC Portal Overview
• Getting Started: Logging into an Existing Account
• Getting Started: Creating a New Account
• Browsing Course Catalog & Searching for Sessions
• Enrolling in a Session
• Joining a Session
• Unenrolling From a Session & Session Waitlist
• Navigate the Account
• VC Calendar Graphics
• Event Calendar

CONTENTS 



VC PORTAL OVERVIEW 



VC PORTAL HOME PAGE

From the VC Portal Home Page you can either 
GO TO YOUR LEARNING CENTER or BROWSE THE CATALOG OF SESSIONS 



LEARNING CENTER 

The LEARNING CENTER is where you:
• Will find a list of sessions you are enrolled in
• Join a session (on Zoom)
• Unenroll in sessions



LEARNING CENTER



COURSE CATALOG

The COURSE CATALOG is where you:
• Will find the list of sessions for that week
• Enroll in sessions 



COURSE CATALOG



Getting Started:
Logging into an Existing Account



LOGGING INTO AN EXISTING ACCOUNT

• If you already have an account with Lingraphica, type in your email and password and 
select LOGIN.

• If you get a message that your login info is incorrect, select “FORGOT PASSWORD 
OR UNSERNAME” and follow the prompts.



Getting Started:
Creating a New Account



CREATING A NEW ACCOUNT

• The first time you go to enroll in a session, you will be taken to the LOGIN PAGE
• If you DO NOT have an account, you will select “CREATE AN ACCOUNT NOW!”



CREATING A NEW ACCOUNT

You will be brought to the Create an 
Account Page where you will:

• Complete the Information Form
• Select GET STARTED



Browsing Course Catalog 
& Searching for Sessions



COURSE CATALOG

From the HOME PAGE: To view and browse the COURSE CATALOG select “BROWSE 
CATALOG”.



COURSE CATALOG: BROWSE BY CATEGORY

In the COURSE CATALOG, you can BROWSE BY your favorite categories of sessions.



Enrolling in a Session



ENROLLING IN A SESSION

STEP 1: To enroll in a session, select the orange “ENROLL” button to the right of the 
session.



ENROLLING IN A SESSION

STEP 2: Select the orange “SELECT” button
STEP 3: Select the orange “SUBMIT” button



ENROLLING IN A SESSION

STEP 4: Once enrolled, you will see that session listed in your LEARNING CENTER



ADDING REMINDER TO EXTERNAL CALENDAR

To add the session to the PERSONAL CALENDAR on your device, select “ADD REMINDER 
TO EXTERNAL CALENDAR”
* PLEASE NOTE: You will need to do this before you select submit.



Joining a Session



JOINING A SESSION & SESSION REMINDER EMAILS

You will now JOIN ALL SESSIONS 
from your LEARNING CENTER

1. Go to LEARNING CENTER
2. Select the orange ATTEND

button

REMINDER EMAILS:
- You will receive a REMINDER 
EMAIL the morning of each 
session.
- The LINK with take you right into 
your LEARNING CENTER.



Unenrolling from a Session
& Session Waitlist



UNENROLLING FROM SESSIONS

You can now unenroll yourself from a session!
1. Go to your LEARNING CENTER
2. Select the next to ATTEND
3. Select UNENROLL
4. Select YES

** It is important for you to unenroll from a 
session you can no longer attended, so that 

another participant can take your spot!



If a session is full, you can be added 
to the WAITLIST!

You will know the session is full 
because it will say “ENROLLMENT 
FOR THIS CLASS IS FULL. YOU WILL 
BE ADDED TO THE WAITLIST”

To add yourself to the waitlist:
1. Select the orange “SELECT” 

button
2. Select the orange “SUBMIT”

button

SESSION FULL: ADDING YOURSELF TO THE WAITLIST



SESSION WAITLIST

You will know you are on a waitlist for a session because there will be an orange box that 
says “WAITLISTED” in the session listed in your Learning Center.



SESSION WAITLIST: WHEN A SPOT OPENS UP

When a session spot opens up, the NEXT PERSON on the WAITLIST:
1. Is automatically enrolled in the session
2. Receives an EMAIL, letting them know

If you no longer can or want to attend that session, you will need to go into your Learning 
Center and UNENROLL from the session.
* Refer to previous slides on how to enroll from a session

DO NOT count any sessions listed as "WAITLISTED" as one of your 4 weekly sessions.



Navigating the Account



NAVIGATING THE ACCOUNT
Select the LINGRAPHICA LOGO to 
return to the VC Portal HOME PAGE

Use the dark grey MENU 
BAR on the LEFT to 
NAVIGATE to the:

• HOME PAGE
• COURSE CATALOG
• LEARNING CENTER



VC Graphic Calendar



FEATURED NEWS: VC GRAPHIC CALENDAR

• You will find the VC GRAPHIC CALENDAR on the HOME PAGE under FEATURED NEWS
• When you select the calendar, it will open to a large page
• When you select anywhere on the calendar, it will bring you to the COURSE CATALOG
• If you find the calendar graphic helpful, we recommend you print it out each week



Events Calendar



EVENTS CALENDAR

• There is an EVENTS CALENDAR on the left of the page
• Select VIEW FULLSCREEN to enlarge the calendar



EVENTS CALENDAR
When the EVENTS 
CALENDAR is in full 
screen, you can see:

• All sessions for 
listed for that 
week

• Sessions you are 
enrolled in

When you select a 
session, a box with 
the session details 
will open.



EVENTS CALENDAR

• When you select on the orange “COURSE” button, you will be brought to the session 
information page, where you can ENROLL in the session.



THANK YOU!
Have questions or need help?

Please call our Tech Support Team at
1-888-274-2742, Option 5

For International Callers
+ 001-888-274-2742, Option 5
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