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What is a webinar?

A Webinar is a live web-based video and audio conference that uses the internet to connect the individual
hosting the webinar to viewers and listeners of the webinar on their device (computer, laptop, tablet)
from all over the world.

The hosts of the webinar can show themselves speaking, switch to their computer screens for slideshows
or demonstrations, and even invite guests from other locations to co-host the webinar with them. There
are also interactive features that the audience can use to ask questions and chat with the host. Many
people who host webinars include Q&A sessions at the end to answer viewer’s questions.

Preferred browser

Microsoft Teams currently supports the following browsers:
e Microsoft Edge,

Google Chrome,

Firefox, and
Safari.

Ensure that you are running the latest browser version on your device to avoid any limitations in terms of
features.

Joining a Webinar via Microsoft Teams

Overview

Prior to the event, you will receive a confirmation email: You're registered for <name of event>.

You're registered for the Moonstone Incident Response Management Webinar

The email contains the link to join the event. Additionally, there is also an attached iCal calendar entry.
Kindly open and save the provided calendar entry, that is included in the confirmation email, so that the
event is saved in your calendar.

A few minutes before the webinar, you can either click on “Join Event” that is included in the confirmation
email:
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Microsoft Teams

Your seat is reserved!

Name of Webinar

Tue, 10 May 2022 13:00 - 13:30 (UTC+02:00) Harare, Pretoria

Cancel registration

© 2021 Microsoft Corporation
One Microsoft Way, Redmond, WA 98052-7329
Privacy policy
This message is generated from an unmonitored email address. Please don't reply.

Alternatively, if you have saved the iCal calendar entry, you can go to your Calendar, open the calendar
invite for the webinar, and click on “Click here to join the meeting”:

Microsoft Teams meeting

Join on your computer or mobile app
Click here to join the meeting

“Join Event” and “Click here to join the meeting” will take you to a page where you can choose to either

join on the web/browser or download the desktop app. If you already downloaded the Microsoft Teams
application, the meeting would open there automatically.

If you do not have a Teams account, you will need to join via your browser and will have the option to
enter your name to join the meeting as a guest.

Once you have joined the webinar, you will wait in the lobby until the meeting organizer can admit you.
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Option 1 - Microsoft Teams has been installed (Preferred)

To ensure that your attendance information is captured correctly, we recommend that you install
Microsoft Teams on your computer or Mobile device prior to joining the webinar. If Microsoft Teams is
not already installed, please go to https://www.microsoft.com/en-ca/microsoft-365/microsoft-
teams/download-app and download and install the app on your device prior to the webinar. It is a free

download.

=. Microsoft l Teams Products v  Solutions v  Resources v Pricing  More Microsoft 365 Download Tear sign up for free

Microsoft Teams is innovating for the workplace. Learn more >

Download Microsoft
Teams

Connect and collaborate with anyone from anywhere on Teams.

Download for desktop Download for mobile

Choose to download the application for home or small business:

Download Microsoft Teams for Windows desktop

Teams for home or small business Teams for work or school

‘ o o

The following exe file will then be in your Downloads folder, from which the program can be Run:

Downloads
[] Mame Date modified Type Size
~ Today (1)
Eﬁ MSTeamsSetup_c_|_ 2022/05/12 13:59 Application 1391 KB

Once Microsoft Teams has been installed, you can click on “Join Event” or “Click here to join the meeting”,
whereafter you can “Join now”. From here you will automatically be admitted to the lobby of the webinar.


https://www.microsoft.com/en-ca/microsoft-365/microsoft-teams/download-app
https://www.microsoft.com/en-ca/microsoft-365/microsoft-teams/download-app

Choose your video and audio options

g; Computer audio

8« @ % Background filters

Option 2 - Microsoft Teams has not been installed

Room audio

Don't use audio

Join now
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If you do not have the Microsoft Teams application downloaded, you can still participate through a web

browser. Once you click on “Join Event” and “Click here to join the meeting”, the following screens will

open.

Dependent on your browser settings, you may first be prompted to Open Microsoft Teams.

e If you have Teams installed on your computer/device, please click “open”.
e If you do not have Teams installed on your computer/device, please click “cance

III

and choose the

“Continue on this browser” option. Alternatively, you can also download the Microsoft Teams

application here.

Open

Download Teams (work or school)

Use the deskiop app for the best experience.

Continue on this browser
No download o

installation required.

Open Teams (work or school)

Already have it? Go right to your meeting

M s loinconversation x |+
<« G ©)  httpsy/teams.microsoft.com/d|/launcher/launcher hir 362F %2392FI%2Fmeetup-join%2F 19%3Ameeting MjA
This site is trying to open Microsoft Teams.
a osaft.com wants to open this application.
* crosoft.com to open links of this type in the assodated af
&
How do you want to join e
your Teams meeting?
Wi

Although your microphone and camera will automatically be muted by the organiser, so you can proceed

to “Allow” the use of your microphone and camera.
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O s Microsoft Teams x [=E
&« (@] ) | hitps//teams.microsoft. com, 1eetup-join/19:meeting, Al ™=

teams.microsoft.com wants to

ur microphone

Allow

Select Allow to let Microsoft Teams use your mic and
camera for calls and meetings on this browser.

When you do, we'll turn your devices on for a moment to set them up.

If the following screen comes up, please click on “Continue without audio or video”.

Are you sure you don't want audio or video? If you
change your mind, select the camera icon by your
address bar and then Always allow.

Continue without audio or video

You will then be asked to type in you Name and Surname prior to joining the webinar, whereafter you can
proceed to “Join Now”:

Choose your audio and video settings for

Meeting now

Full Name and Surnamd Join now

& (@ 3 Realtek(R) Audio
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You have now entered the lobby of the webinar and the webinar organizer will admit you to the meeting:

When the meeting starts, we'll let people know you're waiting.

If you're the organizer or the invite came from your work or school, please sign in.

Completing the Attendance Register during the Webinar

At the start of the webinar the Organizer will post a link to the Attendance Register in the “Chat” section
of the session. Please click on the link to take you through to the Microsoft Form that will be used to
confirm your information. Kindly complete the relevant fields and click “Submit”.

S| B 4+ - & ¢ @

People Chat Reactions  Rooms Apps More Camera Mic Share

Meeting chat

Should you have any questions during the webinar, you can type them in the “Chat” section. Please
remember to click the Send Arrow when ready. Our presenter and panellists will respond to your
questions here or discuss them during the Question and Answers session.

’T},-’ pe a new message




