Scheduling and Conducting a Webinar with Join Me (static address method).

Note:  This IS the primary method to conduct a Join Me webinar for Decision Support Services. 

A couple of things up front: 

1. We DO NOT share an account with any other office. You can conduct a Join Me session at any time without asking another office if there are scheduling conflicts. 
2. The website for attendees is  https://join.me/nws-omaha.  
3. Conference call information should always be the same. 
4. The limit for a conference call is 150.  If you need more, contact the WCM. 
5. There is no recording capability. 
6. The primary way to notify EMs is still through CODESPEAR. Please continue to use CODESPREAD to notify EMs of the upcoming webinar. 

Conference Call Information: 

Number:  866-231-8384
Passcode:  4789639632
[bookmark: _GoBack]Leader Pin:  9363 (updated)

*5/#5 will mute/unmute ALL lines. 
*6/#6 will mute/unmute your own line.

Scheduling the Webinar
1. Go to the Join Me website. Click on “login” in the upper left hand corner. 
[image: ]
2. Log into our account

LogMeinID:  cr.oax-webinar@noaa.gov
Password:    XXXXXXXXXXX (see book for password)

3. After you have logged in, click on “Scheduler”

[image: ]

4. Click on “schedule a new meeting”

[image: ]

5. Fill in the necessary information to schedule the meeting as seen below. 

[image: ]

A couple of important items here:
1. Make sure that the “using personal link” is clicked on. 
2. Make sure that you include the time and date of your webinar in the “Subject” line. Otherwise when the notification gets sent out there will be no time and date included. 
3. Only include your name as in the “Participants”. The email will get sent to your email address (as well as the entire OAX office) and then you can forward that to the EMs, Media, School officials. 
4. Then when your ready, click “Schedule”.

Conducting the Webinar
1. Go to the Join Me website. Click on “login” in the upper left hand corner. 
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2. Log into our account. 

LogMeinID:  cr.oax-webinar@noaa.gov
Password:    XXXXXXXXXXX (see book for password)
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3. After you have logged in:  

[image: ]
You now see a screen like this (above). 

The background (circle NWS image) is the static screen attendees will see until you share your screen.   That screen is found at https://join.me/nws-omaha.

 IMPORTANT:  Leave “share” setting as “using your personal link”.  

To share your screen and start a Join Me session, click on this button[image: ].  A join.me.exe file will download. When finished, double click on the download to start your session.   This may take a minute or two. 

An icon like this one   [image: ] will appear in the top center of your screen. This is your control panel. It should have the static address join.me/nws-omaha in the space.  This screen is your control panel to share your screen. 

4. Unlock your session. 
 
You must “unlock” the session. This will allow anyone to join without asking you for permission.  If you do not unlock the session, you will receive a request from every attendee to join the meeting. 

Click on the “person icon” and a new box will appear. 

[image: ]

Click on “Unlock”. 

6. Share your screen.  

Click on the middle button (i.e., largest one with the screen on it).  This is the toggle from sharing and not sharing your screen. Your attendees will see your screen at the static web address mentioned prior. 

[image: ]

A description of the icons is below. 

1. Far left:  The phone icon tells you the conference call number and passcode. 
2. 2nd from left: Click on this if you would like to ask/answer a question. 
3. Middle:  Share your screen toggle. 
4. 2nd from Right:  Click on this to see attendees and unlock/lock the screen.
5. Right: This will allow to share control of your screen with someone on the webinar (probably won’t be used much).  This will be orange when you are sharing your screen. 
6. The “gear” looking button on the far right: Allows you to schedule a meeting or exit the session.



7. Conduct your webinar.  

8.  End your session. 

Cliick on the “gear” icon and choose “exit this session.”   

[image: ]

9. Log out of the Join Me account and you are finished. 

Join Me is supported by Andriod and Apple.  Apps are available online. Attendees will need the 9 digit number to attend. At this time, they will not be able to attend on a mobile device using this static address method. 

10. What the Attendee sees. 

The attendee will see a similar control panel but the icons will be green (below).  One other main difference is the middle button is a zoom button for the attendee rather than a screen sharing button.  
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