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Joining SMP Webinars 
WebEx Access Instructions 
The software used for SMP webinars is called Cisco WebEx. To join SMP webinars, take these steps 5-10 minutes prior to start time:  
1) Use a high-speed internet connection to connect to all web conferences. 

2) Go to The Center’s Cisco WebEx Training Center: https://hvaaa.webex.com 
3) On the Training Center /Today tab, find the session and click Join.

4) Enter your name (followed by state abbreviation) and email address. 

5) Click Join Now and follow the instructions that appear on your screen.
· If you receive prompts to download software, click Yes or Run. If you receive an error message or do not have “Administrator” rights on your computer, see p. 2. 

6) When the Audio Conference box appears, dial the phone number and enter the access code and attendee ID OR to use your computer headset, see p. 3.      
· SMP webinars are typically recorded. By joining the session, you automatically consent to such recordings. If you do not consent, please do not speak during the recorded portion of the session. 

Dial-in Only: Joining When Internet is Not Available

Please do NOT use the dial-in option if you have internet access. If you are unable to join the web conference due to technical issues or because you are calling from the road, please note that the dial-in code is now different for each webinar, so you will need to access the information in advance.  Dial-in instructions for each webinar are sent via the AoA SMP Listserv prior to the webinar, or you can access them as follows:

1) Go to The Center’s Cisco WebEx Training Center: https://hvaaa.webex.com 
2) On the Training Center / Upcoming tab, click on the session name.
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WebEx Software & Upgrades

First-time Users: Downloading Cisco WebEx Software
If you are new to SMP webinars hosted by The Center, you must download the Cisco WebEx software before attending your first SMP webinar.    

To download and install the necessary software, take the following steps:
· If you use Citrix or another terminal server, close out of it to download the WebEx software.

· If you do not have administrator rights on your computer, contact your local IT department to let them know that you need to install WebEx software, and ask them to enable access to WebEx on your computer.  If they need help, they can contact WebEx technical support for assistance.   

1) Option 1: Join a test WebEx session and the software will run automatically: http://www.webex.com/lp/jointest  
2) Option 2: Go to The Center’s Cisco WebEx Training Center: https://hvaaa.webex.com  
a. On the left, click Support, then click Downloads.  

b. On the right, select the appropriate option (i.e. ‘Windows for Internet Explorer’) and wait for the software to run.
c. Once the download is complete, click OK.

· If the download is not completed successfully, contact Cisco WebEx technical support at 866-229-3239.

Current Users: Upgrading to the Newest Version of Cisco WebEx 

New versions of the Cisco WebEx software are released on a regular basis.  For most users, the upgraded software will update automatically on your computer when you join your next SMP webinar.  

However, if you needed help from your local IT department when you first downloaded the Cisco WebEx software, you may need to take some additional steps to upgrade to the newest version of the software:

1) Follow the steps above for First-time Users PRIOR to joining your next SMP webinar.

2) If you have saved The Center’s WebEx page (https://hvaaa.webex.com) as one of your “Favorites” in Internet Explorer, you may need to delete and re-save this link whenever there is a WebEx upgrade.  

3) Contact your IT department for help as needed to complete the download and installation of the newest version of Cisco WebEx.
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Help! 
Error Message 106
This error message indicates that the newest version of WebEx is not installed.  Typically the software will install automatically when you join a WebEx session, however if you do not have Administrator rights on your computer, you will need to contact your agency’s IT department to run the WebEx software.  Have them take these steps: 
· Open Internet Explorer as an Administrator

· See page 2 for instructions to download the WebEx software
· If these steps don’t work, uninstall the WebEx software and then reinstall it.

Error Message 500 

After downloading the Cisco WebEx software, if you receive this error message, or if you experience issues connecting to SMP webinars and/or viewing demonstrations, you may have corrupted internet files or cookies.  Take the following steps to clear your cache (a.k.a. Clean out temporary internet files and cookies).
1) Close all Internet Explorer windows, then re-open Internet Explorer.
2) In the Tools menu, select Internet Options.

3) On the General tab, in the Browsing History section, click Delete. Delete Temporary Internet Files, Cookies, and History.

4) Once deleting is completed, click Close / OK to save changes and close all windows.   

Contacting WebEx Technical Support

If you experience technical issues which prevent you from joining or viewing the web conference, contact WebEx Technical Support at 1-866-229-3239.
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WebEx Special Features

Headset Configuration for Integrated VoIP

If you have a headset for your computer and would like to connect to the audio portion of the webinar using your computer headset instead of your phone line, WebEx technology allows you to do so.  This type of audio access is referred to as “Integrated VoIP” (Voice over Internet Protocol). Before joining a WebEx conference using Integrated VoIP, you will need to configure your headset so that you may hear and speak through it.  

The Audio Setup Wizard aids you in this task. It will also help you: 

· Set the microphone and speakers to their optimal volume levels.

· Determine if the microphone on your headset will work with this system or if you will need a separate microphone.

To use the Audio Setup Wizard for Integrated VoIP, take these steps. Please allow 5 to 10 minutes to complete this process. If you experience any issues following these instructions, please contact Cisco WebEx Technical Support at 866-229-3239.

1) Enter the initial information to join the WebEx event (your name and email). 

a. When the Audio Conference box appears, do NOT dial in using your phone and do NOT click on the option to Use Computer Headset. This option is only used by those who have already configured their headsets.

2) Go to the menu bar and select Audio > Audio Setup Wizard.  

a. Note: The Wizard is not available if you are already participating in an Integrated VoIP conference. However, you can temporarily leave the conference to use the Wizard, and then rejoin the conference.

3) Follow the prompts and instructions in the Audio Setup Wizard. 

a. Select your preferred recording and playback devices. (Note: Your headset brand should be detected and listed in the drop down menu automatically).

b. Check your speaker playback volume (Tip: Click the Play arrow). If you can hear through the headset in the test, you will also hear during the webinar.  
c. Record yourself speaking into the microphone (Tip: Click the Record button). Then confirm your recording volume (Tip: Click the Play button).  If you can hear the recording, other participants will also hear you during the webinar.

d. At the end of the setup instructions, click Finish.

4) In the Audio Conference box, click the Use Computer Headset option and join using your headset!  Tip: If the Audio box does not appear, click ‘Audio’ in the Participants panel.
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WebEx Special Features, continued

Preferences: Time Zone in Cisco WebEx

Times in Cisco WebEx default to Eastern Time. To set your time zone preferences, take these steps:

1) Go to The Center’s Cisco WebEx Training Center: https://hvaaa.webex.com  
2) On the Preferences page, click Yes to change to your time zone.  

3) After clicking Yes, use the Time zone drop-down menu and scroll up to select your time zone, i.e. Central Time/Chicago, Mountain Time/Denver, Pacific Time/San Francisco, etc.  

· Note: ONLY change the time zone. Do not change any other preferences!  

4) After selecting the correct time zone, click OK.
5) When the Preferences page appears again later (i.e. the next time you access this website), check the Do not show again box.
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