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Quick Reference Guide 



Registration for a webinar

1.	You have successfully registered for a webcast or webinar of technotrans SE.

2.	You will subsequently receive an e-mail confirming your registration. 
	 This e-mail contains your access link for the event.

Participating in a webinar

1.	At the beginning of the webinar, open the confirmation e-mail or the Outlook appointment.

2.	Click „Join Webinar“ in the email.   

3.	After that, if you have not used GoToWebinar before, you need to download GoToOpener.  

4.	If required, enter the webinar password provided to you by the webinar organizer.

5.	Your registration is now completed.
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Selection audio options

The selection of audio options is determined by the webinar organizer. The audio modes available 
to you are indicated in the control panel auto window.

Now you have the choice between computer audio and phone call. 

a)	If you select Phone call, you combine the presentation on the screen with the possibility to
	 follow the presenter by phone. You will receive a phone number and PIN to join the webinar in
	 a new window after you make this selection.

b)	Selecting Computer Audio gives you the option to check the audio for the microphone and
	 speakers in the next step. When you join the webinar, you are automatically muted. 

Using the control panel

After joining the webinar, you will see the control panel and the participant toolbar. The control 
panel gets windows that can be expanded or minimized by clicking the „+/-“ icon on the left side 
in the panel. 
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(a) Toolbar

–	Click on the arrow to open or close the 
	 control panel.
–	Click on the microphone icon to mute your
	 voice transmission mute or unmute your voice
	 transmission.
–	Click on the square to switch the transfer
	 window between full screen and windowed
	 mode.
–	Would you like to participate in the 
	 discussion? Click on the hand icon to give or
	 withdraw a virtual show of hands.

(b) Audio

Select an audio format. Using the drop-down 
arrows you can select the desired  microphone 
and the desired speaker. 

(c) „Questions“

Here you can enter/post your questions. 
The questions of other participants also 
appear here. 

Exit the webinar

Click file and select „Exit - Leave Webinar“ or exit the webinar using the Exit „X“ icon in the upper 
right corner of the panel.
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