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Office of National Marine Sanctuaries

Using GoToWebinar for the Large Document Training
Wednesday, October 26, 2011 at 3:00 PM EDT


Instructions on logging into the webinar

To Join the Webinar:

· In the email, click on the webinar link.
· When prompted, enter your name and email.
· If you have never used the GoToWebinar software, the system will prompt you to allow the webinar software to run. Click accept. If this does not work try hitting the “save” button and try again. Even if you do not have administrative authority on your computer, this often allows people to be able to log on.

· Once you have logged into the webinar the control panel should automatically open.

During the Webinar

Choosing Your Audio

Headsets
Using USB headsets:
· Under the banner “Audio”, select “Use Mic & Speakers”. Plug your USB headset into your computer. It may prompt you to allow new hardware that has been detected. If prompted, allow the new hardware. If your headset does not work, try unplugging it and plugging it back in.

· The webinar organizer will mute all participants throughout the webinar. However, at the end of the webinar, we may unmute the group for additional questions. At that time, you can mute your headset by clicking the grey button on the cord. The red light flashes when you are on mute. You can also adjust the volume of your headset by using the plus and minus buttons on the headset cord.

· If the sound is still too quite adjust the volume of your output by going to your control panel on your computer and select your sound settings then output volume. This process varies for Macs and PCs. 

· Adjusting your output sound on a Mac – Go to “System Preferences” then to “Sound”. Click on “Output” and then select the headphones under the “Choose a device for sound output”. On the bottom of this window you can adjust the sound level coming into your headphones.

· Adjusting your output sound on a PC – Go to “Start” then to “Control Panel”. Click on the “Sound and Audio Devices” then choose “Audio” then “Volume”. 

To ask a question:
· In the control panel, locate the chat box. Type your question or comment into the chat box.

· At specified times the facilitator will stop the presenter and ask any questions that have been chatted. 

Participating in the webinar without a headset:

· You can still use the “Use Mic and Speakers” function. 

· The sound will come out of your computer speakers. You can also plug in headphones into your computer using the headphone jack.

Asking a question without a headset:

· In the control panel, locate the chat box. Type your question or comment into the chat box.

· At specified times the facilitator will stop the presenter and ask any questions that have been chatted. 

Using the Phone

(Not recommended unless you cannot participate through the “Mic and Speaker” options)
Participating through the phone:
· A phone number is provided by the webinar that you can use to call in. They will also provide a passcode and an audio pin.

· Click the “Use Telephone” button under the “Audio” banner.

· This number is a long distance number and will charge your phone regular long distance fees. 

Asking a question through the phone:

· In the control panel, locate the chat box. Type your question or comment into the chat box.

· At specified times the facilitator will stop the presenter and ask any questions that have been chatted. 

Problems

If you have questions about the webinar visit the FAQ section of GoToWebinar.com. If you still have questions, please contact Tracy Hajduk at tracy.hajduk@noaa.gov or 301-713-7279. Tracy will be participating in the webinar and will monitor her emails as closely as possible. You can also “chat” any issues you have, and she will respond as quickly as possible.
