User’s Guide
Joining a Training Webinar
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System requirements

v A computer with an Internet connection,

v A working microphone and speaker (i.e.
headset) as webinars will be using mainly
Voice on IP,

v" The recommended browser with the operating
system Windows is: Internet Explorer 8.
Other versions of Internet Explorer (6, 7 or
more recent) or other browsers like Firefox (3.x,
4.0b or more recent) or Chrome (5, 6, 7 or
more receint) can also be used,

v" A webcam (optional).

Please connect to the meeting at least 30 minutes before it starts to allow enough
time to set up your audio equipment before the official starting time.

How to Join the Webinar

1| e . . . .
Following your online registration, you
Hed i Zevmrrar, will receive an email invitation with
Anja Zimmermann invikes you to particigate a5 an attendet in the follawing onfine trainireg session: the ||nk yOU need to C|| Ck to j Oin th e
webinar.

Parks, GMT+02:00)

dans not require 3 passwand.

At the time of the webinar, click on
the meeting link to join.

1/ bes-peabinars webax comibrs-webinars 2/ php E0=23737562 280 =1 6686623528 HMAC =35 2ce 275 ad4 35 e fiab 2z

sslon password: This session does not require a password.

5. Follow the mstructions that appear on your screen

Join Session Now

To join this training session, provide the following

infarmatian
2 Regisration 0: [foes______) On the meeting information page, your
Registration ID will already appear and

you only will have to click Join Now.

*Please see your registration confirmation for the
registration |D and session password. If you lost your
registration |D, click here to have it sent to you again.

Join Session Now
o sessn owpesatea Ehes If the session has not started (fields
peoas being dimmed), please wait a few
minutes and periodically click the
q refresh button.
click here
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tﬂ' This website wants to install the fallowing add-on; "WebEx' From ‘Cisco WebEx LLC' IF you trust the websie and the add-on and want to instal &, dick here. .

3 To Join the Session
Either :
e DB Vew Pavwber Teok el
1 Click the vellow Information Bar at the top of the page. Que O WEBG P

2 Choose Install ActiveX Control....
3 Inthe security waming dialog box that appears, click Install.

Ingial

@ T stn gt e ok MR

£ e s, s fle type oan potentialy hare
safturare from publshers o trust. What' the rigk?

or

Sl Ciick Here

2. Click Run in any dialog box that appears

Session In Progress

Forward,
Do you want Lo install this software?

Hame: WebEx
Publisher: Cisco WebEx LLC

@ Maore options Tnstall Don't Install

While files From the Inkernet can be useful, this file bype can potentially harm
your computer, Only install software from publishers you brust, What's the risk?

Do ”st Internet Explorer, - Security Warning, E' )

on
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Another automatic box
appears called “To Join the
Session”.

Follow the instructions on
the screen to download the
Webex software (ActiveX
Control).

The programme asks you to
install the software: Click
Install

Note: depending on the
operating system of your
computer, you might have a
pop-up asking whether you
allow changing of your
computer set-up. Please
accept, or else you will not be
able to connect.



® Audio Conference I

o Lse your phone or computer to join thig audio conference,

You will be asked if you
want to join this Audio
Conference.

You can either select from

¥ Use Phone | Callme at a new nurber -
| E~Enter a phone number 0|

\ -
| Call Me |

¥ Use Computer for Audio; @

Test speaker/microphone

£ Audio Conference =[x

0 Lse your phone or computer to join this audio conference,

the drop down box:
=== 1. Use Phone: Call me
at a new number
= In this case just enter
your number and
press the bottom
“Call me”

2. Call Using
Computer

== 3 Use Phone: | will

¥ Use Phone  |JETIE==TIO! e

1 Callin ta the session:
k 1-877-668-4493 (Cal-in toll-free number (LS Canada))
1-650-479-3208 (Cal-in toll nurmber (LS{Canada))

2, Eniter the access code:

731038715#

3, Enter your Attendes ID:

3865 #

» Use Computer for Audio @

You are now connected to the Webinar

call in
= In this case follow the
instructions
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Joining Breakout session

1) What is breakout session?

e Breakout session creates a virtual room where a separate session can take
place aside from the main session. Participants within the breakout session
are cutout from the main session conversation and content is exclusive for the
people within the breakouts session.

o Breakout sessions are used mainly to: 1) create simultaneous interpretation
sessions and 2) to create ‘separate rooms’ for specific work group discussions.

2) How to accept invitation to join the breakout session?

® Breakout Session

You have been assigned as a presenter For a BT

i 7 .. .
wankt to start the session nows When host invites you into
breakout session, two pop-up

windows appear.

........................................

™ Audio Conference

n Your audio conference will be switched From the main session to
- this breakout session,

After clicking ‘Yes’ on both of
Do you wank ko continue? the pop-up windows, you will
be moved to the breakout
session.

| Mo

+ =B Breakout Sessi w0 Once you are in the breakout
‘Breakout Session’ box on your

Tuu are currer‘!tlﬁ; cu:l:nnected to the breakout session upper right corner.
Breakout session 1",

|SE‘¢ End Breakout Sessian | | | Ask For Help | Please avoid clicking ‘End
Breakout Session.’ Only click

Elapsed time: 0:03 ‘Ask For Help’ button when you
are experiencing technical
difficulties.

¢ The host will take charge of entering and leaving the breakout session.
Likewise, do not click anything before an instruction is given while you are in
the breakout session.
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Basic components of the Session window

Mute or unmute your microphone by clicking on the microphone icon

(your microphone is muted when the icon is red)

Activate your video by clicking on the video icon

(your video is on when the icon is green)

Participants Chat 8 ora v

w M participants

Speaking:
¥ Panelist: 1

@ () DanDar-Ziv (Host)

¥ Attendes; 1
Ox Anja Zimmermann (me) =
Jd & X 4 » s - -
‘ Audio |

Send to: All Participants - ‘

| Send

Ask questions in the Chat window

Ask for the floor by
clicking hand icon.
After taking the floor,
please lower your
hand, by reclicking
on the icon

Answer quickly to
the host’s questions
by clicking on the
“Yes” or “No”
icons

If the presentation is
going too fast, you
may click on the
“slow down” icon.
Reversely, if the
presentation is going
too slow, you may
click on the “faster”
icon

Different
emoticons are
available for
interaction

Check responses to
the polls
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In case of problems

1) Connecting to the meeting:

If you experience technical problems to connect to the meeting, please
contact:

Cisco Technical Support: +1-408-435-7088 (International Toll)
(Available 24/7)

Additional support numbers are also available at:

http://support.webex.com/ZSelfServiceWeb/SelfServicePortal.porta

1?7_nfpb=true& pagelabel=SupportPhoneNumbers&root=support&
parent=helpSupport&child=contactSupp

If you experience problems after having connected to the meeting, you can
also contact the Technical Assistance participant by sending him a chat message.

If you are unable to get assistance from Cisco or in any case, do not hesitate to
contact us:

Secretariat of the Basel, Rotterdam and
Stockholm conventions

Technical Assistance Programme
Tel: +41 22 917 87 29

Fax: +41 22 917 80 98
E-mail: technical.assistance@brsmeas.org

2) Hearing others or getting others to hear you:

v' Ensure your headset is properly plugged:

When you see this box appearing, it means

® speaker/Microphone Audio Test that your computer has detected the headset.

Click on “Start Test” and it will lead you
directly to the window “Speaker/Microphone

device and recommend that you test it to be Audio Test”.
sure it works.

& We detected that vou connected a new audio

E Skark Tesk ]| Cancel |

v Test and set up your speaker/microphone:
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Then follow the instructions on the speaker/microphone audio test window.

* Speaker/Microphone Audio Test

B Test your speakers:

if you can hear the automatic
message, adjust the volume to

green bars are being activated.

a) e Select the correct speaker
Speaker .
| . devise from the drop-down
Select a speaker o test:
4 | Logitech G35 Headset menu.
Check if the volume is turned up: ° Then C“Ck the Test bUtton and
u | | ) +
a comfortable level.
Microphone
[ ] Select a microphone bo best; TeSt your microphone:
) |L0gitech 535 Headset | A |
== . . . . o Select the correct speaker
e o e devise from the drop-down
menu.
.
- ]+ e When you talk, check if the
Automatically adjust volume
Lo |
If you cannot hear the sound nor can be detected by the micro, select
another devise from the drop down menu until the equipment is being
detected by the system.
If this windows doesn’t appear automatically, try first to unplug and plug
again your headset and go to:
b) Go to the menu at the top of the
QikStat | | asbnfome. computer screen and select:
peserohone udo Jes.
[Audio] =» [Speaker/Microphone
Topic, Webinar test Audio Test]
I If Speaker/Microphone Audio Test is not active (in grey only), go to:
[Audio] = [Integrated Voice Conference]—[End conference]
8
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! If you don’t have a headset and are using your computer speakers, test your

speaker/microphone. Select corresponding device from the dropdown box.

ﬂ You are participating in this audio conference using youl
computer.

» Use Phone

¥ Using Computer for Audio @

i |

i | |

Leave Aldio MTErence

[rest speakerjmicrophane |

Test speaker/microphone

® speaker/Microphone Audio Test

® speaker/Microphone Audio Test

4

Speaker
Testing. ..

I Do wou heat the musicy ]

Microphone
Test vour microphone {internal or plag in) or | Test |
1__.;’; headset,
ok |

Speaker —
‘our speaker works, | Vese |

Microphone _—
) Tesking. .. | Test |

==

o Check that vou selectad the right microphone, connected it correctly,
and that it is not muted.

[5cundvia HD Audio [~]
[ Mows, say something aloud. .. did the green bar mowve into the good
range’?
= ] +

[#] automatically adjust volume
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Please give us any feedback regarding problems that you faced with this webinar

software: technical.assistance@brsmeas.org

Secretariat of the Basel, Rotterdam and
Stockholm conventions
Technical Assistance Programme

United Nations Environment Programme
International Environment House |
11-13 Chemin des Anemones

1219 Chatelaine, Geneva, Switzerland

Telephone: +41 22 917 87 29

10

-
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|

STOCKHOLM
BASEL CONVENTION ROTTERDAM CONVENTION  CONVENTION
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