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Registration 

Click on the registration link provided on the CEDI Web site. 

The following screen will display. 

Fill in the required fields. 

Click Register Now 
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You can add the Webinar information to your Outlook Calendar by clicking on the Add 
to your Outlook calendar option indicated above. 

You will also receive an e-mail confirmation. 

The link to access the Webinar will be on the confirmation screen and the confirmation e-
mail you receive. You can either click on the link or copy and paste it in your web 
browser. 
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Joining the Webinar 

You will want to log in to the Webinar before the start time indicated on your 
confirmation e-mail. 

Open your confirmation e-mail or the event saved in your outlook calendar. 

Click on the link to join the Webinar or copy and paste it in your web browser. 

The Webinar screen will attempt to join the Webinar  
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If you have joined the Webinar before the Organizer (the person hosting the Webinar), 
the following screen will display. 

NOTE: While you can use the microphone and speakers on your computer to listen to 
the Webinar, you must dial in to the Audio phone number to be able to ask questions. 

Once the Organizer joins the Webinar, the following screen will appear until the 
presentation begins. 
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You will also receive the Webinar Tool Bar. 

Under Audio select the Telephone radio option. This will display the phone number, 
access code, and audio pin you will need to join the call. Once you have dialed in, it will 
indicate that you are connected to the audio. 

NOTE: You must join the Audio portion of the call to be able to ask questions. The 
Organizer will not be able to hear you ask questions if you are using your computer’s 
microphone & speakers option. 
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How to Use the Webinar Tool Bar 

This is the Webinar Tool Bar. 

Once the Organizer has started the Webinar, a display of their screen will automatically 
appear in the GoToWebinar Viewer. 
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Use the blue window button to choose if you want the presentation to fill the 
monitors screen;  

Or appear in a window. 

The red arrow will minimize your Webinar Tool Bar; 

Or return the Webinar Tool Bar to full view. 

The hand with the green arrow (raising your hand) will allow the Organizer to 
see that you have a question. 

The hand with the red arrow (lowering your hand) will let the Organizer 
know that your question was answered and no longer have a question to 
ask. 

This will allow you to minimize the Tool 
Bar completely. 

This will allow you to move the Tool Bar to 
the other side of your screen. 
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The Questions section will allow you to type questions to the presenter instead of asking 
it aloud. 

When the Organizer answers the question, it can be replied to individually or back to 
everyone participating in the Webinar depending on the type of question. 

If the question is responded back to the whole group, a message will appear in the 
Questions section showing the original question and the Organizer’s reply. 
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Closing the Webinar 

If you leave before the end of the Webinar, you can click the X in the top right corner of 
the Webinar Tool Bar to exit. 

If you wait for the Organizer to leave the Webinar, you will see the following screen. 

Just click OK. 
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