A Guide for WEBinar Participants

Joining a WEBInar hosted by the NRA is very simple and there are multiple ways in which to receive media within

the session. The NRA utilises the WebEx conferencing system in order to facilitate its online training sessions.

The following is a brief guide to assist participants who may be unfamiliar with the process of joining webinar

sessions.

Step 1 - Email Notification

An email will be sent to the email address that you have registered in order to take part in the session. The ‘host’

will be Christen Gilbert of the NRA; however, a member of the Employment Law Team will be facilitating the

session.
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This message was sent with High importance.
From: Christine Gilbert [messenger @webex.com]
To: Jordon Carliske
Ca
Subject: Please join now, meeting in progress: Know Your Award: Retail

Sent:

Fri 27/03/2010 2:00 PM

Hella ,
Please join my meeting that is currently in progress.

Topic: Know Your Award: Retail

Date: Friday, 27 August 2010

Time: 1:59 pm, Australia Eastern Time (Brisbane, GMT+10:00)
Meeting Number: 807 391 187

Meeting Password: admin

Ta join the online meeting (Now from the Apple iPhone (R) too!)

. Go to| https: //retail.webex. com/retail/e.php?AT =MI&EventID=130854812&UID=113761423F&PW=NMNzliY z]jMDk1 &RT =MyMI1NA% 30% 3D

. If rEL]LIC)I.CU, ETILET YOUT TIgmTe aImu =TTiar gutress.

. If a password is required, enter the meeting password: admin
. Click "Jain".

. Follow the instructions that appear on your screen.

(LSRN

To view in other time zones or languages, please click the link:
https://retail.webex.com/retail/e.php AT =MI&EventlD=13985481 2&UID=1137614237&PW=NNzliYz]jMDK1&ORT =MyM1MNA% 3D%30

Ta join the audio conference anly

To receive a call back, provide your phone number when you join the meeting, or call the number below and enter the access code.
Call-in toll-free number (US/Canada): 1-877-669-3239

Call-in toll number {lUS/Canada): +1-408-600-3600

Global call-in numbers: hittps: //retail.webex.com/retail/glabalcallin.php?serviceType=MC&FD=139854812&tollFree=1

Toll-free dialing restrictions: http:/ ebex.com/pdf/tollfree restrictions.pdf

Access code:807 391 187

I

Fig 1: Email notification




Step 2 — Joining the Meeting
In order to join the meeting click the hyperlink in the red box in figure 1 above.

On opening this link your computer’s browser will open and take you to the below WebEx meeting portal. In this
form input the details as requested. Select ‘Join’ to proceed to the meeting.

English : Brishane Time

) It's time to join!
If you are the host, start vour meeting

Your name:

Email address:

I:‘I would like to take = free WebEx trizl (em=zil reguired).
Join

Fig 2: WebEx portal

Note: You do not need to select the check box in order to proceed to the meeting.

Step 3 — ActiveX Control?

Most systems will have ActiveX Control installed and it is software that is used to distribute applications that work
over the Internet through web browsers.

To Join the Meeting

Either

1 Click the yvellow Information Bar at the top of the page.
2 Choose Install ActiveX Control.... [ T —— T
3 Inthe security warning dialog box that appears, click Install.

2. Chck Run i any dialog box that appears.

Fig 3: ActiveX Control

You may not be automatically directed to the meeting if you have ‘pop-ups’ blocked, high security settings or you
do not have ActiveX installed. If this is the case select the button ‘Click Here’ in the red box above.
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Step 4 — Choosing Audio

In order to hear the presenter you have two options. These options will be automatically shown to you on joining
the meeting.

Method 1

The simplest method is to select ‘Computer Headset’ as

S indicated in the red box below.
Select an option to join this audio conference.

Use Phone | Call me at a new number :|
l—l ¥ Use Computer Headset

. Country/Region
{ | a1 ‘E-:e 2 phone numbe ﬂ [ Call Using Computer

—
-

[ call Me |

The minimum requirements to hear the presentation are that
you have a set of speakers or headphones attached to the

> Use Computer Headset computer. A microphone is not required to ask questions as
there is a chat facility available.

Fig 4: Audio Conference
Method 2

The other method of joining a conference is by phoning in; this call is toll free. When prompted with audio
conference options you may select ‘1 will call in’ from the drop down box in figure 5.

¥ Audio Conference [—][*] I ® Audio Conference e

Select an option to jein this audio conference.

Use Phone  |SEYTIESTIS =

Select an option to join this audio conference.

Use Phone Call me at a new number |E|

-

. Call one of these numbers:

Call me at a new number
| ! : 1-877-669-3239  (Call-n toll-free number (US/Canada))

+1-408-600-3600 (Call-in toll number (US/Canada))

Enter the access code:

e

Manage phone numbers, ..

802233618 #
call Me
3. Enter your Attendee ID:
3g
» Use Computer Headset o Ten i T e
Fig 5: Calling in Fig 6: Access Code and Id

The Australian toll free number is 1800 356 242; you will then be prompted by the teleconference service for your
access code and attendee ID numbers; examples of which are displayed in figure 6. As a participant you will have
a unique attendee ID number.



Finish:

You should now be able to see the presentation material and hear the presenter. In order to control how you
view the session see the below points on the remote (fig 7).

Points on the Remote:

The remote allows you to be able to control the way you view and interact with the material and the presenter.
The most frequently used functions as a participant.

| ou are sharing Know your modern A. .. | =

IE:I.. :t.- G EEG -

Fig 7: The remote

When in full screen mode this button The chat bubble is used when you would

allows you to stop the full screen mode like to ask a question.

and return to the meeting view.
Presenters will usually ask that questions

You can then review other material or are held to the end or pause from time to
see the full range of functions. time to allow people to ask a question.
(The full screen mode is accessible in the We W?“ld a'sk that you keep your

bottom left corner of your screen.) questions directed to the group rather

than asking questions privately as other
people may have the same question.

If you have any difficulty accessing the presentation there is support available through the WebEx meeting
software and website or you may contact the Employment Law Team on 1800 738 245.



