
Hello, thank you for participating in our Microsoft Licensing Boot Camp.   

 

This Boot Camp is structured with two 2-hour sessions each day for 5 days.  We will begin each session 

on time, so be sure to not be late in joining us.   

 

You will receive a reminder 1 hour prior to each day’s session which will have the link to connect to the 

training.  If by chance you do not see the reminder, a previous reminder will have the link for you. 

 

The online presentation platform we will be using for the Boot Camp is called GoToWebinar (GTW).  This 

video is a quick tutorial on how to use GTW.  It is not hard to use, but a few tips ahead of time will 

improve your ability to interact with the presenters and remove potential points of frustration. 

 

This video will cover:  

1. How to join  

2. Audio set up  

3. Help tab (support materials)  

4. Language on panel  

5. Grab tab for panel  

6. How to ask questions 

7. Exit the webinar  

 

 

A. Let’s begin with how to join the GTW LBC Training session.  You will receive a GTW email 

invitation, as well as 10 reminders, each an hour-before every session.   



 

 

B. To join, just click on the button, Join Webinar and choose to use your computer’s audio.   When 

the webinar begins, you will be connected to audio using your computer’s microphone and 

speakers (VoIP).  We recommend using a headset, but it is not necessary.  

 

 

C. If you have joined before the organizer, you will be presented with the “waiting for the 

organizer screen.”  Once the organizer arrives, that screen will disappear, and the event will 

begin.  You may use this time for the audio checklist.  

 



 

 

D. Once in the GTW session, make sure the audio is set properly:  Click “computer audio”.  If you 

experience internet issues, you can use the phone option at any time; just be sure to input the 

pin. We recommend using a phone only in an emergency situation, so you can properly see the 

slides on a computer monitor. 

 



 

 

E. GTW will not be using your PC/device’s webcam, so your face will not be shown to any 

presenter or participant.  You can dress in your pajamas for this training session if you choose! 

 

F. The “help” menu leads to support materials, a feedback option, and information about that 

version of GTW.  

 

G. The globe icon allows you to change the language on the control panel.  

 

H. This is the grab tab.  By clicking on the orange arrow in the grab tab, you can pin the control 

panel so it does not appear and disappear.   

 

 

 

 



 

 

I. Any pane on the control panel can be detached and expanded.   

 

J. The GTW administrator will be placing all attendees on mute during the entire training session, 

with the one exception being Q&A periods. We will take you off mute only if you’ve indicated 



you’d like to ask a question and we’ve “called” upon you.  We recommend you keep your 

headset or microphone on (in other words, unmuted), so when we call on your name, you can 

simply begin speaking and ask your question.  

a. During each Boot Camp presentation, presenters will pause at a regular intervals for 

Q&A. 

i. Notice the hand icon under the grab tab.  During our Q&A, you can “raise your 

hand” and ask the question. You click on the icon to indicate you have a 

question to ask of the moderator.  The moderator will send you a chat to ensure 

you still have a question to ask (in case it was already answered), and let you 

know you are up soon.   

 







 

ii. If you lower your hand, we will assume your question has been answered. 

iii. When the moderator calls your name, he will unmute you and you can ask your 

question.  After your question has been asked, the moderator will lower your 

hand, mute you again, and move to the next attendee’s question.  You can raise 

your hand as many times as you need.  

 



 
K. Throughout the sessions, the moderator will take a poll of the entire group.   

a. The moderator will show the poll, and your screen will look like this.  



 

 

b. Simply click on your answer and hit send.  

 

L. As a reminder, the training is structured with 2 sessions each day, for 5 days.  We will begin each 

session on time, so be sure to not be late in re-joining us.  

M. You will receive a 1-hour-prior reminder for each session that will have the link to connect to the 

session.  If by chance you do not see the new reminder, a previous reminder will have the link 

for you.  

N. During the break between same-day sessions, you will see this screen.   

 



 

 

O. During breaks, you can keep your computer connected and on the screen, or you can exit GTW 

and re-enter at the appropriate time, using the same link as earlier - located in the reminder 

emails. 

 

 

 


