Department of Employment, Economic Development and Innovation

Cheat Sheet for Signing In to Webinars
using ...

@ ebex

\\Y Queensland
Government




‘ E] HuwTu:I

Step 1: After registering for a webinar, you will receive (via email) an
invitation to join the webinar. Details on how to join the session are
included within the invitation. If you have accepted a webinar
invitation, then all these details are automatically updated within
your Calendar in Outlook.

Embedded within these details is the Session Password that is of
particular interest to you!

Ta join this training session
|

|
. 5o to hitps deedi webex com/deedi/.php?J=820321116
Enter wour fame and email-addrass
. Enter the session password: FridayZ6
C Nk T Jaim Now™
. Follow the instructions that appear on your screen.
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This password allows you to join the Webinar Session.
A Please note — this password will change for each Webinar!!
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Step 2: Go to https://deedi.webex.com/deedi

Step 3: Enter your name, email address and Session Password, then click

. You should now see the session on your screen.
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Step 4 Once you are connected to the Session on your computer, you
will see a dialog box asking you to join the Audio Conference
for the Webex session. You will listen to the session on your
telephone. Do not use VOIP.

Step 6: Use the drop down box and change your choice to:
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Step 7: Once you make the change, the dialog box will change to ...

Forget about step 1 in the box above — it's totally irrelevant __ to
Australian users!!

Step 8: Instead, Click on
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Step 9: Once you have clicked on a new dialog box will
appear ...

Step 10: You will see the “Toll Free” call-in number for Australia. The
phone number for our WebEXx sessions is always 1800 671 909.

Step 11: Dial this number into your phone - 1800 671 909.
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Step 12: Once connected you will be prompted (by an American voice)
to “Enter your access code” — followed by “pound” (?).

“Pound” Is the Hash button (#) on your phone keypad!

Please note: Your Access Code & ID Numbers will change with each webinar.
DO NOT USE THE NUMBERS IN THE EXAMPLE ABOVE!!
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Step 13: Next, you will be asked to enter your “Attendee ID number”
followed by Pound (ie # key) ...

Again, the ID number above is an example only!
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Step 14: Ok, great work! - you should
now be able to see the Webex
session on your computer screen
and hear the session via your
telephone.

Step 15: On the right hand side of
your computer screen you will see
a pane similar the one on the
right. You should see your name
with a symbol next to it.

Step 16: If not, then this is easil/
rectified by following the next’step.
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The easy fix...

Just hang up and dial-in again.

Select Audio from the top menu bar,
and click “Join Audio Conference”.
Follow all three steps using your own
numbers that appear on your screen (not
the examples here).

At Step 3, remember to key in your
Attendee ID number followed by the
hash (#) on your telephone.
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Well done!! You now know how to Sign In to Webinars.

If you are having trouble and require technical support please don’t
hesitate to contact Greg Bath for assistance:

Mobile: 0418 988 579
Email: greg.bath@deedi.gld.gov.au
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