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This document explains 
• Why lyndaClassroom might be right for you and your students 
• How to register as an approved educator with lynda.com   
• How to set up and submit your class for lyndaClassroom approval   
• How to notify your students about lynda.com access 
• How your students can register for lynda.com 
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About lyndaClassroom  

Why choose lyndaClassroom 
lyndaClassroom might be right for you if 

• You are a teaching member of an accredited educational institution 

• You need a small number of lynda.com courses (five or fewer) 

• You need training for a class, not campus-wide 

• You want to map specific lynda.com content to your syllabus 

• Your budget is limited or students will pay for the service 

How lyndaClassroom works 
lyndaClassroom provides a classroom of students with up to five lynda.com courses and corresponding exercise  
files during a predefined term. It gives students the ability to watch bite-size tutorials for immediate problem solving  
or take comprehensive courses from start to finish—all for a dramatically reduced fee of $10 per student per month 
payable by students or your organization. 

Complimentary trial 
New to lynda.com? Get complimentary seven‐day access to our instructional library to browse courses, watch  
videos, and get ideas for your syllabus. For more information, call a Training Solutions Advisor at 1 (888) 335‐9632  
or +1 (805) 477-3900. 
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Register and get started 
If you are new to lyndaClassroom, begin by registering with lynda.com as an educator. Go to lynda.com and click Group 
memberships at the top of the page. 
 

 

 

 

Choose lyndaClassroom from the Solutions dropdown menu. 
 

 

 

	    



  

lyndaClassroom Getting Started Guide                 lynda.com | 4 
December 2013 
 

On the lyndaClassroom page, click Sign up now to begin the registration process. 
 

 

 

Step 1: Create your educator account 
You must be a teaching member of an accredited educational institution to register as an educator. Complete the 
required (*) fields and select a form of documentation you will fax or email to lynda.com to demonstrate your 
employment status. Click continue. 
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Step 2: Create your class 
Enter your school name, a unique class name, and the start and end dates for each class. Click continue. 

Note: The start and end dates you select determine your students’ lyndaClassroom access term. We recommend adding a 
day or two at the end of the actual class duration. Access will end early in the morning on the end date you choose. For 
example, a class scheduled to end on December 23 can end as early as 12:01 a.m. lynda.com will calculate your access fee 
based on the dates you choose. The fee per student is $10 for 30 days, or 33 cents per student per day. 
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Step 3: Select up to five courses 
To remove or change a class you have created, click Edit or Delete to the right of your entry. 

You can select up to five lynda.com courses. Use the filters to research your options. For more information about 
courses, highlight their titles and click course details to open a pop-up window that contains descriptions. To add a 
course, select the title and click add course. The title will be added to your Courses selected list. If you make a mistake, 
delete the title from the list and replace it with another. When you are done selecting courses, click continue. 
 

 

 

 

Note: We recommend you carefully review your course selections. Once your class starts, you will not be able to make 
changes. If you are happy with your selections, click OK. 
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Step 4: Add students 
Add students one-by-one or all at once in a bulk upload using an Excel spreadsheet template provided by lynda.com. 

To add new students individually, enter a first name, last name, and email address. Click add student. 

To upload students in bulk, follow the online instructions to download the provided template, and enter your student 
information into the template. To add the completed roster to lynda.com, click upload. 

To proceed to the next step, click continue. 

Note: Do not edit the template column headings. Our system uses this information to input the student roster 
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Step 5: Select payment method 
lyndaClassroom may be funded by you, your school, or your students individually.  

To fund lynda.com by student, select By student, accept the terms and conditions, and click continue. 

To fund lynda.com by yourself or through your organization, select By school or instructor, enter supporting  
payment information, accept the terms and conditions, and click continue. 
 

 

 

 

Note: If you pay by purchase order, your class will be activated upon receipt of your purchase order. 

Send your purchase order to orderadmin@lynda.com. To verify receipt of your purchase order, contact  
Order Administration at (888) 335-9632. 
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Step 6: Submit for approval 
Review your class details prior to submitting them for approval. You can edit each section if needed. If everything looks 
correct, click submit. 
 

 

	  
 

Note: We recommend you carefully review your course selections. Once your class starts, you will not be able to make 
changes. If you are happy with your selections, click OK. 
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Click continue on the Complete page to access the lyndaClassroom Educator's Home Page. 
 

 
 

 

Note: If you choose to pay for a class with a purchase order (PO), we require that the PO be received prior to activating  
a class. Once a class is activated, you must send the welcome email to students, instructing them to create a user name 
and password to access lynda.com. You can do this by clicking send email to the right of the class name on the 
Educator's Home Page.  
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Step 7: Notify students 
After you submit your class for approval, you will be directed to the lyndaClassroom Educator’s Home Page, where  
you will see a list of your classes under construction. Click the class names to access tools necessary to prepare,  
edit, and monitor your classes. 

When your class status is marked as approved, you will be prompted to send a lynda.com-generated welcome  
email to your students. Click send email. This email will guide students through the lynda.com registration process, 
allowing them to set up login credentials and to pay for the class if required. Students who create login credentials will 
be marked as registered. 
 

3 

 

 

You have finished setting up lyndaClassroom.  

Happy learning! 

We’re here to help 
Feel free to contact us anytime. 

For assistance, email clientservices@lynda.com or call 1 (888) 335-9632 or +1 (805) 477-3900.  


