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Create Your TeleLeader Account
1) Create your TeleLeader Account from the link on our homepage. 
(Be certain to write down your Username and Password and keep in a safe place.)


2) Log into your TeleLeader Account from the navigation bar on the first page of our website.


3) Upload your photo. NOTE: your photo must be no more than 300 pixels wide [105 pixels wide is optimum.]  Email Admin@Telephonebridgeservices.com with your photo if you need help resizing.


4) Create your Bio: Your students will want to learn more about you, so write a compelling and relevant bio for yourself. Save the page.


5) Set your Default Time Zone: Selecting the Time Zone you reside in will cause the TeleClass Catalog to display each listing in YOUR TIME ZONE.  The only time you must convert your time to US Eastern is when you are creating or duplicating your TeleClass Listing—it MUST be scheduled in US Eastern Time.  Click here to calculate the correct time in US Eastern.
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NOTE: Listing TeleClasses with TeleClass International is a privilege. Your TeleLeader ID and/or specific TeleClass Events may be removed for any of the following reasons:

1. NO SPAMMING allowed.  You may send only one after-class email to Participants, inviting them to sign up for your eZines or other products.  You will lose credibility if you assume every Participant has agreed to be on your mailing list.  They have not.
2. Listing a TeleClass Event that uses inappropriate, sexually explicit or adult language. Yes, we will remove your listing and NO REFUND will be given.

3. Creating a “private” TEEM Event (not displayed on the catalog) for illicit purposes.
4. Creating a FEE-Based TeleClass Event that diverts the FEE collection to another website or off line.  If you are using our Catalog, please allow us to collect the fees and retain the admin fee of 25%. 
5. Complaints from Students that the TeleClass was an “info-mercial” or a one-way broadcast. TeleLeaders will receive one warning from Admin.  Our students expect TCI’s high standards and to be invited to participate in the TeleClass. If you do not know how to lead a content-rich, high-participation TeleClass, we suggest you take our Professional TeleLeader Training or review the lessons if you have already taken the course.

We hope this list does not need to be amended.  We LOVE serving you and expect the highest standards from all our TeleLeaders!
How to Create a TeleClass Listing
Schedule Bridge Time: Select the size bridge your Event requires. Notice the default time is 8 am US Eastern Time. Select the number of hours, per class, for this Event.
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6) Proceed to Calendar 
AVOID THE MOST COMMON MISTAKE: If you are giving a one-hour Event more than once, you must make an Event Listing for each one-hour Event.  If you are giving a series of classes, in one Event, select all dates from the calendar. Click “Confirm Reservations when all dates have been selected.  (Proceed to the next month by opening the small calendar at the top of the page.)
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Click Confirm Reservations after your dates have all been selected. (Blue dates on this TEEM indicate the selected dates.)
7) Bridge and TEEM fees: Bridge fees are calculated according to the size Bridge you select and the number of hours your TeleClass or course requires.
Bridge Fees
25-person Bridge $25 per hour
50-person Bridge $50 per hour
100-person Bridge $100 per hour
200-person Bridge $200 per hour
YES, YOU MUST USE OUR BRIDGES (we can only service our own Bridges)
SELECT “Yes! I want your TEEM to handle participant enrollment for me!”
TEEM Fee: $25 per Event
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8) TEEM Event Creation: You have three decisions to make at the top of this page:

a) Is this a FREE TEEM Event? If not how much will you charge each participant?

b) Do you want to give a discount to a target group of people?  How much should be deducted from the original FEE?  NOTE: $29 minimum, if enrollment is not free.

c) Is this a “Private” Event?  Checking this box means the Event will not be displayed on the Public Catalog.  You are responsible for distributing the Regular or Discount links.
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9) TEEM Event Information: 

a) Select a category (email admin if you need a new category).

b) Type in your Event Title
c) Keywords (comma separated) you will use these to create unique links that never go out of date. LOWER CASE ONLY
d) Event descriptions:  
SHORT DESCRIPTION: You have only 200 characters available in this field. Make the first sentences compelling, since the public will read these from the initial catalog pages.  When they click on (more information) the full description will be displayed.

FULL DESCRIPTION: You can make this as long as you like.  People like to read all about your course or TeleClass so make this inviting and address everything that might be an issue (i.e. “What if I have to miss this class?  Will it be recorded?”)

PRE-CLASS INSTRUCTIONS: are optional and are added to the confirmation email after payment and/or registration is complete.  If you have an eBook for your participants, you can safely put the link to download the eBook here. Or a pre-class assignment can be typed in this field.
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10) Confirm Fees a second time.
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Submit your credit card number and you’re done!


11) My Scheduled Events page: Login to your TeleLeader account to view your scheduled Events, monitor the number of enrollments per TEEM Event, email enrolled participants, etc. 
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a) What is this? [image: image10.png]


 Follow these instructions to add this TEEM Event to your internet calendar! Click the image. Choose "Save" to your desktop. Simply double-click the calendar icon on your desktop and the Event will automatically be saved into your Calendar program in YOUR TIME ZONE. Works with Outlook, Lotus Notes, Meldware, Novell GroupWise, Oracle Collaboration Suite, Citdel.


b) Edit this Event from the “edit” link.

c) You can easily “duplicate” the Event.  Just click the “duplicate” link and all the information will be held-over to the new date(s) and time. 

d) “Link” to your Event. Click on “link” and you will find three types of links:
i) Standard link:  Use this link to the specific Event with the full registration fee.
http://www.telephonebridgeservices.com/Event_details.html?Eventid=####

ii) Discount link:  Send this link to participants to whom you want to provide discounts:
http://www.telephonebridgeservices.com/Event_details.html?Eventid=##&dcode=##
iii) Keyword link: using one keyword from your Event:
Example: http://www.lawofattractioncatalog.com/listings.html?keyword=loatcfree (lower case only)


e) Enrollments: Click the numbers under the word Participants to see who has enrolled

f) Dates and Bridge and PIN numbers: NOTE: The Bridge or PIN codes may differ from date to date—this will only happen if there was no single Bridge available for all the dates of your Event.  Remind participants if there is a change of Bridge or PIN number.
You and your students will receive a “one-day reminder” for EACH class—pay attention to it, especially if one class of your series is being hosted on a different Bridge or PIN.

g) The Roster: From the Participant page, click on the “Printer friendly roster” it will put all your participants in alphabetical order by first name and leave lots of space in between for taking notes.  If you have a multiple-class Event, print a new roster for each class and the proper Bridge number will display for you at the top of the roster.
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12) Easily email after-class notes from the first page of the Participant roster. Check all or some of the boxes to the left, then click “Send Email” and an email will be addressed with all email addresses in the “bcc” field and your address in the From” field.  You may add attachments or send people to your website or advertise your products and services.
13) REMEMBER: NO SPAMMING allowed.  You may send only one after-class email to Participants, inviting them to sign up for your eZines or other products.  You will lose credibility if you assume every Participant has agreed to be on your mailing list.  They have not.
Products and Services Catalog 
(Not available at www.TelephoneBridgeServices.com) 
You will notice that there is a navigational link on the TeleClass Catalog for Products & Services.  This is a free service for our TeleLeaders to advertise their Products or Services such as consulting or coaching. 
From the TeleLeader Index page, click on “Update/Change Products”.  Input description and click “Add.”  You will be able to display one of your products with each TeleClass listing. Your Product or Service will display in our catalog and will be displayed in the Weekly Email of Upcoming TeleClasses.  What GREAT value!!!
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TeleLeader Payouts
Make sure you read the contract with R. Hanson Enterprises Inc.
Payouts are made through your PayPal.com account, usually the first week of the month following the start of your TeleClass Event.  Admin retains 25% to cover our costs or credit card charges, Merchant Account and gateway fees plus bookkeeping services.  If you have a particularly lengthy series, you may contact Admin to arrange an earlier payout.
Telephone Conference Bridge Instructions
1. Bridge Instructions for all Bridges of all sizes
2. Recording Instructions for all Bridges of all sizes
3. Playback Instructions for all Bridges of all sizes 

4. Recording Conversion instructions for all Bridges of all sizes
FAQ
[Frequently Asked Questions]

Q: How do I find out how many and who has enrolled for my TEEM Event? 

A: Login to your TeleLeader Account. View your “upcoming Events.” Under the heading "Students" you'll see some numbers, for example: "10 of 24". When you click this link, the Participant Enrollment page opens and you can view all participants and easily email them. 

Q. Is there a printable roster? 

A: Yes, just click the link that says: "Click here for a printer-friendly version of this course roster." You'll find the participants are arranged alphabetically by first name and there is plenty of space to jot notes or questions you want to address. 

Q: Where can I find the link to my Event that I can email to my friends?

A: Login to your TeleLeader Account. View your upcoming Events. Under each Event you'll see the word: "link". Click on it to view the link to this Event. Copy and paste it into an email and send it to your friends. 

Q: Can I offer enrollment discounts for my Events? 

A: EVERYONE LOVES A SALE! The discount link is a great marketing tool. You must select the "discount" button and enter the amount you want to discount your Event AT THE TIME YOU CREATE YOUR TEEM EVENT. Then you can simply login to your account, view your upcoming courses, and click "link" under your Event. There you'll find the link that includes the DISCOUNT CODE. Copy the link and paste it into an email or your browser. The discount code will trigger the discount price rather than the full price.
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