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2010 User Guide

Prosci’s webinars in 2010 will be using a new platform for delivery — GoToWebinar®. This
new platform will offer added functionality and interactivity. This User Guide will provide
an overview of the new platform and instructions to help you attend our webinars. Email
webinar@prosci.com or call +1-970-203-9332 with comments or questions.

What is new?

The old way:

To join the webinar, you entered your
email address and clicked “begin
webinar” and you viewed static slides.

‘ With the new platform:

You will be launching the slides using
the GoToWebinar® application. You do
not need an account, but to view the
slides your browser will need to use a
plug-in that will be launched
automatically when you join.

To hear the audio, you needed to dial in
to the conference bridge number.

You can now listen to the audio over the
internet through your computer or by
dialing in to a telephone conference
number.

You advanced the slides yourself using
the arrows below the slides. You could
go forward or backward as you chose.

Slides will be advanced by the
presenter. If you want to look back at

previous slides, you’ll need to download
the PDF of the slides.

At the end of the webinar, you clicked
“End webinar” and were taken to a page
with the user survey and additional
information for the session.

When you end the webinar, you will
automatically be taken to the user
survey. The additional information for
the session is located on the main
webinar login page.

U

sing GoToWebinar®

The user interface for GoToWebinar® is intuitive and easy to use. The following pages
describe the process for joining the webinar slides and some of the controls you will have
during the webinar. The GoToWebinar® support page has additional helpful information:
https://www2.gotowebinar.com/en_US/webinar/pre/support.tmpl
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Joining the webinar

You do not need a user account for GoToWebinar® or GoToMeeting® to attend a webinar. If
you are behind a firewall and access is being blocked, you can provide this document to your
IT group for help: http://www.gotoassist.com/iprange.

72 GoToMeeting : Web conferencing, Online Meetings, Net Meeting, Online Training, Web Conference, - Windows Intemet Explorer

When you click “Join webinar” from
the main webinar page, a new window
: will be launched for the GoToWebinar
GoTolMeeting Online Meetings Made Easy  gpplication. The program should begin

T E immediately, but if it does not you can
click the “Manually download the
software link” — see the red arrow in
the screen shot to the right.

W [@GnToMaeting‘Wab(nnferencmg,On\inEMEEtin.”I }

Ifthe session doesn'tIaunch automatically, please click the button below to launch our software

Launching...

It may take a few seconds to start.

Problemes launching our software? Manually download the software. F
B2 Want to host online meetings and Webinars yourself? (Or know someorfe who might?)

Try GoToWebinar Free for 30 Days — or — Send a Friend a Free Trial

CiTRIX' | online

72 GoToMecting : Web conferencing, Online Meetings, Net Mesting, Online Training, Web Canference, - Windows Intemet Explorer

If you clicked the “Manually download
the software” link, you will be taken to
this screen with a Download button.

e [@GoToMeamg:Webconfarancmg,ommaMaamm[ }

GoTolMeeting Online Meetings Made Easy = Click this button to initiate the
+ Lo To Join the Webinar, Manually Download Our Software GoToWebinar apphcatlon.

+ Home

Product Overview Click the Download Software button and click “Open” or "Run” to launch our software.

How It Works

= Buy Now

* Pricing

*  Press & Awards

* Support & FAQs B2 Want to host online meetings and Webinars yourself? (Or know someone who might?)

Try GoToWebinar Free for 30 Days — or — Send a Friend a Free Trial

CiTRIX' online
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/' In-webinar controls

Once you join the webinar, you will be put directly into a screen with the webinars slides
and the in-webinar control panel. The control panel includes controls for Audio, Questions,
Drawing and Hand raising.
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Prosci change
management webinars

Cost-benefit analysis for
change management

You can click the button with the two small arrows at the top of the thin tab to hide or show
the control panel at any time.
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f The “Audio” controls give you two options for listening to the webinar: 1) over the internet
using your computer speakers or headset, or 2) using a telephone connection.

Listening to the webinar over the internet

A
File View Help {8 (=1 =1 3
(=] Audio
Audio Mode: Telephone

[=] Questions.

@ Use Mic & Speakers

& MUTED b
Audio Setup

]

Questions Log

m

[Enter a question for staff] * |

Webinar Now
Webinar ID: 574-052-465

GoTo\Webinar™

S

To listen over the internet, select “Use Mic & Speakers” for
your Audio Mode. This is the default mode when you join the
webinar. You can check the speaker volume by watching the
speaker indicator when a webinar facilitator is speaking.

The Audio Setup link allows you to check your microphone
settings. You will need a working microphone to be able
to speak on the webinar or ask questions.

After clicking the Audio Setup link the Audio Preferences
popup will launch. Here you can check your microphone and
speaker setup.

Listening to the webinar over the phone

== e

File View Help

[=] Audio

Audio Mode: @ Use Telephone
O Use Mic & Speakers

Dial: +1 323 417 4600
Access Code: 232-427-120
Audio PIN: 15
If you're already on the call, press #15#% now.
(and additional numbers ..}

[=] Questions.

Questions Log

[Enter a question for staff] - |

Webinar How
Webinar ID: 574-052-465

GoToV\ebinar™

T
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To listen over the phone, select the “Use Telephone” option in
the Audio Mode window. You will be provided a Dial in
number, an Access Code and an Audio PIN. The Audio PIN
is unique to you and should not be shared - it is what
enables you to be unmuted and join the conversation.

To see additional numbers, click the “additional numbers”
link below the Audio PIN.

The webinar platform provides local long distance numbers
for a number of countries, including the US, Canada,
Australia and a number of European countries. You will
still be responsible for long distance tolls, but you will
be calling in-country numbers instead of a US number.
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Question pane

File View Help
(=] Audio

Audio Mode: O Use Telephone
® Use Mic & Speakers

& MUTED L]

Audio Setup

(=] Questions.
Questions Log

Q:This is where | ask a gquestion

questions.

=TS

A:This is how responses are returned to your

Webinar Now
Webinar ID: 574-052-485

GoTo\\ebinar™
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Drawing tools

Drawing Tools:

k Normal nen-drawing mode
4 Pen
A4 Highlighter

B Armow

Hand raising
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Prosci will have several analysts to answer questions in real-
time throughout the webinar. You can ask questions in the
Questions pane of the control panel. The answers will show
up in the Question Log area.

Certain questions will be forwarded to the facilitator and
presented to the entire webinar audience.

During some webinars, you will be provided with
drawing tools to interact during the session. If you I @ ‘
are given drawing tools, an image will appear in

your thin tab. When you click on the highlighter image you
can then select pen, highlighter or arrow. Please do not
write on the screen except when instructed to by the
webinar facilitator.

The final functionality in the thin tab is the hand
raising button. You can use this button to raise your
hand during the webinar or during the Q&A session
following the webinar.
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