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JOINING A WEBINAR

1. You will receive an email from the webinar instructor which will contain the
information needed to attend the webinar. The information will look similar

to that included in the box below.

Sample Invitation for
Staff to Supervisor
Webinar

1. Please join my meeting.
https://www4.GoToWebinar.com/join/923868591

2. Join the conference call:
Conference call number: 1(877) 273-4202
Participant code: 4238973
Meeting ID: 923-868-591

GoToWebinar®

Online Meetings Made Easy™ ET;L

From Staff Ta Supervisor 2012 &.pdf

2. Click on the link provided in the invitation to join the meeting. For example,

1. Please join my meeting.

‘ https://www4.GoToWebinar.com/join/923868591

3. If prompted, click Yes, Grant, or Trust to accept the download of the actual
GoToWebinar software.

4. You will be asked to enter Meeting ID Number into the system. Please be
sure you have your email from the webinar instructor in front of you when
you are connecting for quick reference.

5. When prompted, type in your name, then click on OK.



6. When you enter the webinar, you will see the Attendee Control Panel which is
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Golo\Vebinar

Importation Note:

Webinars are designed to be engaging and interactive, similar to in-person trainings. In
order to do so, you not only need hear the instructor but also communicate with another
attendees. There are two options available for connecting audio, telephone or microphone
and speakers (even a headset, works!).




USING A TELEPHONE CONNECTION

1. The first thing you should do is click on the link that leads to the webinar.

2. Simply look for the phone number and dial it on your phone. A voice may
ask for other numbers which are also included the email you received from
the webinar instructor.

Sample Invitation for
Staff to Supervisor

o Webinar
. Please 01N My meetlng.
https://www4.GoToWebinar.com/join/923868591 ]
4. Join the conference call:
| Conference call number: 1(877) 273-4202 |
Participant code: 4238973

Meeting ID: 923-868-591

C

GoToWebinar®

3. Joining audio through the telephone: Make sure “Telephone” is selected in the
Audio pane of the Control Panel. Enter your Audio PIN as it appears in the
Audio

+ Webcam A
= Audio jal
®) Telephone

) Mic & Speakers
Dial:  +1 (646) 558-2111

gg Code- 164 AR T-46R
i Audio PIN: 78

If vou're already on the call, press #78# noNy.

(and additional numbers ...}

Problem dialing in?




CONNECTING WITH A MICROPHONE &
SPEAKERS (HEADSET)

It is recommended that you if wish to use a microphone and speakers
option, it is best to use a headset preferably one that uses a USB port
connection,

Remember: You have to speak as well as hear the webinar.
Therefore, the headset must have a microphone connected. The cost

for USB headsets with microphone currently starts around $25 and
goes up.

Plug the headset USB Connector into your computer’s USB port. Your
computer should immediately recognize that a new device has been
connected to the computer. You can now adjust your headset and
microphone volume as needed.
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SETTING UP YOUR HEADSET ON YOUR COMPUTER

1. Click on the Start Menu
2. Choose Control Panel

3. Click on Hardware and Sound

[5& » Control Panel »

Adjust your computer’s settings View by: Category ~

i  System and Security User Accounts
5 Review your computer's status i @) Change account type
h Back up your computer . - -

Find and fix problems Appearance and Personalization

Change the theme
Change desktop background
Adjust screen resolution

w, Network and Internet
ul

View network status and tasks
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Hardware and Sound w Change keyboards or other input methods
Change display language

View devices and printers
Add a device

I » Programs / . Ease of Access
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4. On the next screen select Sound.

7 v Control Panel » Hardware and S5ound »

./ Devices and Printers
B 2dda device Add a printer | Mouse | [ Device Manager

m AutoPlay
Q) Change default settings for media or devices | Play CDs or other media automatically

Network and Intern
¢ Hardware and Sound

Programs ( ‘ Sound

I ounts Y Adjust system volume | Change system sounds | Manage audio devices

Appearance and Power Options

Personalization Change power-saving settings | Change what the power buttons do

Clock, Language, and Region Require a password when the computer wakes | Change when the computersleeps | Choose a power plan
Ease of Access ! Display

Make text and other items larger or smaller | Adjust screen resolution | Connect to an external display
How to correct monitor flicker (refresh rate)

I@ Lenovo HD Audio Manager




5. A Sound pop up window will appear. Check the Playback and
Recording tabs have the headset listed as connected or enabled.

'a:‘? Sound

Playback |Re::ording I Sounds I Communimﬁonsl

Select a playback device below to modify its settings:
Speakers
| 2- Plantronics .Audio 625 USEB
9 Drefault Device

Speakers
Realtek High Definition Audio
Ready

Configure Set Default |v Properties

] [ Cancel ] Apply

Or call 1-410-260-1114
JIS Helpdesk and tell them you need

help from MICRO to install your
headset.

*The age of your computer will determine if you
need to perform the above procedure. The newer
computers do not require this procedure to be
performed.




ACTIVATING YOUR HEADSET IN GoToWebinar

1. In the GoToWebinar Attendee Control Panel click on Audio.
2. Select Mic & Speakers

3. A sound check is available, if needed. _
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GETTING STARTED

1. Now that your audio is connected you are ready get started with the interactive

lesson. Besides, the Attendee Control Panel a GoToWebinar Viewer
will appear. This is where you can see the presentation, whether the instructor is
sharing a MS PowerPoint, his/her desktop screen, etc.

&8 GoToWebinar Viewer

y

4

¥ YOUR PROFESSIONAL

IMAGE

2. There will be times that you may need to submit written questions or responses.
In this case you will use the Questions section of the Attendee Control
Panel.

File View Help (@)=
- (=] Audio
=3 OTelephone
® Mic & Speakers Settings

- &MUTED ©000000000

¥
@ =] Questions

[Enter a question for staff]

Webinar Housekeeping
Webinar ID: 275-918-366

GoTlTo\VWebinar



3. Also, you may need to “raise your hand” to ask a question for clarification or in
response to a question asked by the instructor/peer. You can use the Hand
Raising icon shown below available in the Attendee Control Panel.

=
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