Group viewing the Woodland Steward Webinar Series

For the Woodland Steward webinar series, we are asking you to join the session 30 minutes
prior to the start of the webinar so that final adjustments in audio and video can be made. Your
group should be ready to begin the group viewing of the webinar 15 minutes before the
webinar’s scheduled start time.

1. Access the Group Viewing Dashboard
To view the webinar, you will need to access the Group Viewing Dashboard from the
Webinar Detail page for the webinar you are hosting. Under the “Conduct Group Event”
logo click on the “Already Registered?” Link. This link is located on the right at the
bottom of the Webinar Details section on the webinar’s detail page.
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2. Find your event
Once you are on the Group View Dashboard you can find your group event by entering
your Group ID and organizer email in the “Already Registered? Find Your Group
Event....” form. After entering the Group ID and email you will be asked for the answer
to your security question that you had entered in when you registered for the group
event.



4,

My Group Event ( Group ID: 77160 )

Add attendees to your group event, manage existing attendees and view the webinar:

Webinar Details

Title: Woodland Stewards Webinar Series - Getting to know your woodlands

Live webinar event date/time: Feb 21, 2019 7:00 pm US/Essterm *
* You can Join the Live Webinar up to 15 minutes prior to the event's start date/time.
Webinar Live Hosting Format: Collaborate

This is a LIVE webinar event - make sure you allow enough time before the webinar's start date/time to add your attendees.
At the end of the webinar, you'l also be able to add and manage your attendees one last time. Once you certify that the group

has completed viewing the webinar and you've generate certificate's, you will NOT be able to add or modify your group
attendees.

How to join this LIVE webinar?

To view this webinar as a group, you MUST join this live webinar event directly from this page (the Group Viewing Dashboard)
up to 15 minutes prior its scheduled date/time. Prior to joining the webinar, make sure your computer is setup correctly for

the webinar presentation interface by following the instructions under the FAQ section of this website

Available Credits / Certificate

Certificate of Participation

Group Organizer

Organizer: Robert Bardon
Email: rebardon@ncsu.edu

Click “Join Live Webinar >>”

Attendee List

To edit attendee informatigfl click the attendee's name below. A unique email address is required for each attendee. If an
attendee does not have gffnique email address, contact us and we will provide an override for the attendee.

ROBERT BARDY rebardon@ncsu.edu  <== Group Organizer

JOIN LIVE WEBINAR >>

Note: Once you complete the webinar viewing, you'll be asked to certify the attendance of each attendee. At that

time, you will be able to review and/or edit attendee information one last time. Once certificates are generated, you

will NOT be able to add or edit attendees.

Launch the webinar
After verifying your
registration, you will then
be directed to the
dashboard for launching
the webinar. Click on the
“Start Webinar” button to
launch Zoom

Start Webinar ’

Event Status: Group Registered

3. Join Live Webinar

Once you are in your group viewing
event registration page, you can join
the live webinar by selecting the “Join
Live Webinar” button

You will then be prompted for the
password to participate in the live
webinar. The password for each of the
webinars being offered is in the
following table.

Password
extension2020

Session Date
2/6/20

AADD ATTENDEE +

2/13/20 extension2020

2/20/20 extension2020

2/28/20 extension2020

Start, View and Complete the Webinar

STEP-1 Start and View the Webinar Event using Collaborate

Click the Start Webinar button to view the Collaborate webinar. Once you click the Start Webinar button, your browser will launch the

webinar using a new browser window/tab or by using the Collaborate add-in or app. The webinar audio is broadcast through your devices
speakers or headset. If this is a live webinar and a telephone dial-in is available webinar audio, it should have been provided to you on the

Open the Zoom Webinar

Once you click “Start Webinar” you will be taken to
the NC State University Zoom web conferencing

site. It will prompt you to open zoom.

Note: If you do not have zoom client on the

computer you will be prompted to download and
install Zoom. Once you install the client you will be

able to join the webinar

When you click on “Open Zoom Meetings” it will
prompt you to enter your email and name. Please
enter your email and complete name and then click
“Join Webinar”. You will not be able to join with out

entering email and name.
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Note: Once you have entered the Zoom

webinar, you may need to wait for the host to
broadcast the webinar. While you wait for the
webinar to begin you can test your audio by | Tearsarnecing

C|ICk|ng on ”Test My Spea ker"_ \ ds Webinar Series Test Session

" Please wait for the host to start this webinar.

Test My Speaker

Indicate completion of the webinar

At the completion of the
. . . STEP-2 Complete the Webinar Workflow Steps After Viewing
webinar you will quit zoom

and return to the group complete wetinar  §p

view dashboard. On the
ou viewed the entire webinar and the webinar has ended, return to this page and click the Complete Webinar button. You will be
dash boa rd C"C k on th e prompted to complete the post-webinar workflow processes and your attendance in this webinar will be confirmed on the Webinar Portal.

If you click Complete Webinar before you view the entire webinar, you may not be eligible for CEUs and/or a certificate of

”Co m Iete We bl na r” completion. This webinar is a timed event, and you must participate for its duration or, for live webinars, until the moderator
p instructs you to proceed.

button to finish the post

webinar process and verify that you have fully participated in the webinar. In the post
webinar process you will add/edit attendees, certify viewing and attendance, and
view/print certificates. All attendees who provided an email will be emailed
immediately a copy of their certificate of attendance as a .pdf file. On the morning
following the webinar they will also receive an email asking them to rate the webinar.



