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To Join the Conference Call tas:

nﬁ'cmsoﬂ..

GOLD CERTIFIED

Partner

STEP 1: Expand your window,
if hidden

STEP 2: Dial the phone
number, and enter the access
code displayed on your
window followed by #

This will join the conference
call in listen only mode

“| File View Help -0 x

N

= Audia
Audio Mode: Telephone

Dial:
Access Code:

If vou're already onthe call, press & % now.

= uestions 4l
Cllestions Log =
[Erter & gquestion for staff] =
Send
TEST
Wighinar IC: 665-222-632
GoTo\Webinar™
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To Unmute Your Connection tas/

nﬁ'cmsoﬂ..
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STEP 1: Expand your window,
if hidden

STEP 2: Enter #, then your
personal 2-digit audio pin
followed by another #

You will still be in mute mode
until an organizer unmutes you

VR

N

File ‘“fiews Help -0 %
= Audia

Audio Mode: Telephone
Dial:

(uiopv: €D )

Vil e == = )

= Guestions

[»

GQuestions Log

[Erter & question for staff]

ol I

Send

TEST
Wishinar ID: B65-222-652
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N .. . . File wiewe Help -oex
Option #1: If the 2-digit audio W) =
code is not entered, you will @ )
T Audio Mode: Telephone
remain in listen-only mode. Lock
for the message 'You are & Dial: 312-878-0222
ted to audio' to know vou Access Code: 420-607-385
connecte ‘_‘f ou are connected to audio
have entered the codes correctly.
= Chat 3|
Chat Log 1=

Tatal Accourting Solutions (Private]):
Howe can we help you?

<|

[Type meszage here]

|

Total Accounting Zolutions (Crgani... Send

TEST
Wishinar I GRA-222-662
Golo\Webinar™
GOLD CERTIFIED Tips on Using GoToWebinar
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Four Ways Mute Is Managed

File ‘“fiews Help -0 %

= Audia
@ Audio Mode: Telephone
@ Dial: 312-875-0222

Access Code: 420-607-385

You are connected to audio

Option #2: Until the presenter
unmutes your call, you will not
see the microphone button.

2

| = Chat

[»

Chat Log

Total Accourting Solutions (Private):
Howy can we help you?

ol

[Type message here]

4|k

Tatal Accounting Solutions (Organi... Send

TEST
Wighinar 1D G65-222-652
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Four Ways Mute Is Managed

[ File ‘“iew Help —oex
= Audia

@ Audio Mode: Telephone

@ Dial: 312-875-0222

Access Code: 420-607-385

You are connected to audio

| = Chat

2

[»

Chat Log

Option #3: Once the organizer
. Tatal & rting Soludi Private):
has unmuted your session, you o Aecourling Sclions (Frive=)
Howy can we help you?

can click the microphone button
to mute and unmute yourself.

ol

The red slash indicates you are [Type messags here] =
mUtEd' Tatal Accounting Solutions (Organi... Send
TEST
‘Wiebinar ID; BES-222-682
GolTo\Webinar™

Tips on Using GoToWebinar
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Four Ways Mute Is Managed

File ‘“iewe Help =02 %
= Audia

Audio Mode: Telephone

Dial: 312-878-0222
Access Code: 420-607-385

ou are connected to audio

ee ®f

= Chat |

|»

Chat Log

Tatal Accourting Solutions (Private]):
Howe can we help you?

<|

Option #4: If the microphone is
[Type meszage here] =
marked as unmuted (no red =
slash), the mute button on your Total Accounting Solutions (Organi... Send
phone can be used. TEST
Webinar 10 BES-222-652
GoTo\Webinar™
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To Resize the Viewer Window t&s

& GoTowebinar Viewer _ax

_

The GoToWebinar Viewer window can ’
be resized at any time by either Accountlng
clicking the drop-down resizing menu aluiti
or by clicking and dragging to resize. lutions
= you to

Regardless of the size you will always |5, 2 Learn
see the complete screen.

Aar Tips._ ies

(Held the last Friday of the Month @-.. ™n)

Micros. ™
total accounting solutions GOLD CERTIFIFe
LS
citrix 5% (2)
pppetphatatoled Tips on Using GoToWebinar
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Three Ways to Ask a Question

Option #1: Raise Your Hand

| Click on the Hand with the Green

« Up Arrow to Raise Your Hand -
A
© | @
@ Click on the Hand with the Red =L
@ Down Arrow to Lower Your Hand @
S =
Click on the Blinking Dialog Box
to Reply to a Question
m‘ Tips on Using GoToWebinar
Partner
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Three Ways to Ask a Question t&s ,J

Option #2: Post a Question

Flle Yiew Help = |0
Q— .
@ Audio Mode: Telephone
@ Dial: 312-878-0222
6 Access Coda: 43]-8]?-3?5
You are connected fo sudio
STEP 1: Expand your window, '_
if hidden - Chat 5
Chst Log A~
STEP 2: Enter your question in Total Accounting Sclutions (Private)

How can we help you?

the question box

Wihat time does this TASinar start?

STEP J3: Choose the sendee

Totad Accourting Solutions (Crgani... v

STEP 4: Click the send button TEST
Wiebinar D GEE.22 2
GoTuVéar“
GIIOnLDcICERST,E,!DI Tips on Using GoToWebinar
Partner Copyright 2009 Total Accounting Solutions All rights reserved
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Three Ways to Ask a Question t&sinar

Unmute your phone and just ask!

GOLD CERTIFIED Tips on Using GoToWebinar
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Leaving GoToWebinar

& Golowebinar Viewer —ox
— -—
Closing the GoToWebinar Viewer
window will end your viewing session.
If you leave accidentally, simply reclick . .
the link to join the meeting. Your audio .ucountlng
. . L3 -
will not be disconnected. »olutions
welcomes you to
£ Leave Wehinar?
:j Are you sure you want to leave the Wehinar?
YEs o
total accounting solutions GOLD CERTIFIED
citrix 50% (2)

nﬁ'cmsoﬂ..
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