GoToWebinar UNOS Member Attendee Quick Reference
Register for a Webinar
1. Click the registration link or button provided on the registration website or in the invitation e-mail.
2. Complete the registration form.

3. You will receive an e-mail confirming registration for the webinar, along with the option to add the webinar information to your Outlook calendar.
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Add to Calendar

1. Click the link to join the webinar at the specified time and date:
hitps:/iglobal gotowebinar comjoin/2916392270924907776/647233284
Note: This link should not be shared with others; itis unique o you.

2.Choose one of the following audio options:
TO USE YOUR COMPUTER'S AUDIO:
‘When the webinar begins, you will be connected to audio using your computer's microphone and
speakers (VolP). A headsst s recommended.
—OR-
TO USE YOUR TELEPHONE:
I you prefer to use your phone, you must select “Use Telephone" after joining the webinar and call
inusing the numbers below.
United States
Tollfree: 1877 309 2071
Toll: +1 (909) 259-0034
Access Code: 557-359-203
‘Audio PIN: Shown after joining the webinar

Webinar ID: 101-868-179




Join a Webinar

1. At the time of the webinar, click the Join Webinar link provided in the confirmation e-mail or Outlook appointment.

2. If prompted, click No to complete the download.
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Note: This message is specific to Internet Explorer 7 and 8. For more details on other browser issues, click this link.
3. If requested, enter the webinar password provided by the webinar organizer.

4. Join the audio portion of the webinar. Audio information is provided in the confirmation e-mail invitation, e-mail confirmation and in the Control Panel. If you experience trouble dialing in to the webinar, click Problem Dialing In. You’ll be provided with additional telephone numbers from a different network provider. You may be asked to select your preferred dial-in country for phone numbers depending on how the webinar organizer set preferences for the session.
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Note: If you are joining a webinar using audio only, press # when prompted for an audio pin. If you are joining a webinar using a computer and a phone, you will be prompted to enter your audio pin.

Audio Options

Audio options are determined by the webinar organizer. Your choice of audio mode is provided in the Audio tab of your Control Panel.
Note: By default, you will join the webinar muted. The organizer is able to unmute you at any time during the meeting.
1. If the Mic & Speakers option is available, you can join the webinar via VoIP (Voice over IP). Click Settings to set and test your audio options. 
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Note: If you chose to join via VoIP, you will need speakers to listen and a microphone to speak (if the organizer unmutes you).
2. You have the ability to switch from phone to Mic & Speakers in the middle of a webinar if necessary. Click the appropriate audio button to make the switch.

VoIP Best Practices

Audio quality may vary based on your computer’s software/hardware configuration. When using VoIP, the following best practices are recommended:

· A USB headset provides optimal sound quality. Other headsets will work, but with diminished quality.

· If a headset is unavailable, speakers and an enabled computer microphone are required.

· If using a microphone, it should be at least 1.5 feet away from any computer speakers to prevent feedback.

· Using a webcam microphone is not recommended.

· If you are umuted by the webinar organizer, you may need to turn down the volume on your speakers to avoid echo.

Use the Control Panel

After joining a webinar, the Attendee Control Panel will appear. The Control Panel contains tabs that can be expanded or collapsed. 
1. The orange arrow button expands and collapses the entire Control Panel.
2. The hand raise button is available if the webinar organizer has enabled the feature. Click the button to indicate you wish to speak or if prompted by the webinar organizer.
3. The Questions tab allows attendees to submit questions and review answers if the webinar organizer has enabled the feature.

4. The File menu option is used to Exit – Leave Webinar. 
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Webinar Help

Webinar help is available from the menu bar at the top of your control panel. You can also report audio issues directly to Citrix.
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Contact Citrix Global Support (800) 263-6317 if you are experiencing problems during a webinar. You will need to provide the webinar ID number which can be found in your webinar registration or on the Attendee Control Panel. 

Click this link if you’d like to test your system prior to joining the webinar. For more details on system requirements, click this link.
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