Health Resources and Services Administration

Negotiated Rulemaking

Designation of Medically Underserved Areas/Populations & Health Professional Shortage Areas

WEBINAR INSTRUCTIONS FOR COMMITTEE MEMBERS

STEP 1:  Go to the following website:

https://jsi.webex.com/jsi/j.php?ED=154911597&UID=0&RT=MiMxMQ%3D%3D 

You may want to check that you have the appropriate audio players to view the media files for the meeting by clicking the link at the bottom of the introductory screen (as shown below).
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STEP 2: As Committee members, you should join the meeting by entering an asterisk followed by your full name [e.g. *John Doe] in the “Your name” field.  You should then enter your email address and click the “join” button.  The asterisk will help the call host to quickly identify you as a Committee member.
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STEP 3:  If this is your first time participating in a Webex webinar, you will see the screen below.  Should you see this screen, follow the instructions provided.  You will need to give the program permission to install by clicking on the yellow bar at the top of the screen that allows the program to run. 
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STEP 4: An audio conference pop up box should appear.  You should choose the “I will call in” option from the drop down menu.   Once you choose this option, you will be given your access code and attendee ID to use during the call.  It is imperative that you enter the access code and your attendee ID when you dial into the number so that the system recognizes you. 
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Step 5:  When you join the call, you will see one of the two screens listed below.  The type of screen that you see will depend on whether a slide presentation is on-going at the time you join.  
Example A:  Audio Conference Screen.
If you join when no slides are being presented, you will see two tabs on the right—one that gives you a list of participants and another that gives you the ability to privately chat with the host (Christina).  The host will relay your questions to the moderator (Lynn).   
These functions should appear automatically, if they do not, click on the tabs to make them appear.   Additional instructions regarding speaking and submitting comments are described below. 
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Example B: Slide presentation screen.
If you join the Webinar while a slide presentation is on-going, you will see a series of tabs at the top of the screen—the “participants” tab gives you a list of participants, while the “chat” tab gives you the ability to privately chat with the host (Christina).  As stated previously, the host will relay your questions to the moderator (Lynn).   These functions should appear automatically, if they do not, click on the green button at the top of the screen to make them appear.  Additional instructions regarding speaking and submitting comments are described below.
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ADDITIONAL INSTRUCTIONS:

Speaking or Submitting Comments
During much of the Webinar, Committee members will be on mute unless they are presenting information or have requested permission to speak from the host.  We have opted not to open all mics for fear that there may be too much background noise.   While on mute, we ask that you request permission to speak by using the chat function rather than using the “raise hand” function.  We have provided an example below.  Comments submitted via the chat function are private and will only be visible to the host (Christina); however, all Webinar audio will be recorded and publicly available.    As mentioned previously, the host will relay all of your comments to the moderator (Lynn).  For this reason, you don’t need to type out your entire question.   You could simply type “I have a question, etc.” and the host will open your mic. 
While on mute, participants will see the following:
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An Example of the Chat Function During the Audio Screen
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An Example of the Chat Function During the Slide Presentation
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Date: Thursday, September 15, 2011


Time: 12-5pm Eastern Daylight Time (each day)


Meeting Number: 655 007 035 (NO PASSWORD IS REQUIRED)


Call Host: Christina Hosenfeld


Call Moderator:  Lynn Sylvester


Experiencing Technical Difficulties?  Call 603-573-3343.





Experiencing Technical Difficulties?  Call 603-573-3343





Experiencing Technical Difficulties?  Call 603-573-3343














3

