
Main Course Page 

On the left hand 
side of the Main 
Course Page, there 
are two important 
menu options:  
• Student Packet
• Webinar Room
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Student Packet Page 

• Click the Student Packet Page to
access the electronic workbook
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Open the Student Resource Packet 

• Click on  the Student Packet menu item

• Click the link to open the PDF file
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Save the Student Resource Packet 

• Save Student Resource Packet to desktop

• Open PDF from your desktop

• To take notes, click on view  page display  2 page view

• Notes can be added to each blank page
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Webinar Room Page 

• When the webinar room is active the link will turn blue

• Click on the correct session
• Click on the session settings (circle with three dots) and 

join session.   
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The Collaborate Webinar Room 
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Using the Webinar to Collaborate 

Room Chat 
Want to send a text message? 
Open this tab and type in the window. 
Everyone will see it, so be polite! 

View Participants 

My Settings 

Open Collaborate Panel 
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My Settings – Audio & Video Settings

Step 1. Click on My Settings 
Step 2. Click on Audio and 

Video Settings 
Step 3. Adjust speaker volume 
Step 4. IF required, select 

Use your phone for 
audio (not recommended) 
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My Settings – Notification Settings 

Step 1. Click on My 
Settings 

Step 2. Click Notification Settings 

Step 3. Select preferred notification 
settings. Recommended settings are
as shown 
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Webinar Audio Tips

Double Check 

• Is the headset plugged in correctly?

• Is there a mute switch on the headset?

• Is the computer’s audio muted or turned
way down?

• Users may have more than one audio
input device. Did you select the correct
device?

• Hearing an echo? Are you sharing the
same physical location with another
participant?
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