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Web Seminar (Webinar) 
Training  

Introduction 
INPS have been providing on-line training sessions, known as Webinars, since 2009. 

Webinars are interactive training sessions via the internet with an INPS Trainer. The 

Trainer is able to answer any queries in the same way as they would if they were 

with you, on-site. This facility is not intended to replace the on-site or seminar 

training traditionally provided by INPS Training Services but it does enhance it. The 

product INPS use to provide this service is called GoToTraining. 

Webinar training sessions vary in duration. They are, however, scheduled to run for 

no more than an hour, as research strongly suggested that this is the optimum time. 

Note - Sessions must start at the appointed time and cannot wait for 

latecomers. 

Webinars are chargeable and costs for each session vary depending on the content 

and duration of the session. The charges are published on the INPS website which is 

where you register for a session. Webinar training is supported by GPSoC and is 

provided by other system suppliers. 

This user guide covers: 

 What you need to do… 

 Registering for a Webinar 

 Joining a Webinar Session 

 Using the Controls within a session 
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What you need to do… 

In order to participate in a webinar, you need to: 

 Register for the on-line training session. See Registering for a 

Webinar on page 3. 

 Join the on-line training session at the relevant date and time. 

See Joining a Webinar Session on page 7 

Webinar training requires knowledge of internet / website navigation. A headset is 

strongly recommended to participate in any on-line training sessions. 

Tip - If you need to purchase a new headset, select one with a 

microphone as future development of our on-line training facilitates 

two-way audio communication. 

If you have any questions concerning your participation in our on-line training 

sessions, please call the INPS Training Department on 02476 422254. 

Note – Sessions are recorded and these recordings are available upon 

request after the training session. This enables you to review the 

session at your leisure. Generally, recordings are kept for one month 

after the event. 
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Registering for a Webinar 
Scheduled webinars are published regularly on the Training section of the INPS 

website under Webinars. To sign up for a webinar training session: 

1. From the Training tab of the INPS website, select Webinars. 

2. Click Full details of all scheduled Vision webinars can be found here to 

access the list of upcoming webinars. 

3. Locate the subject you are interested in booking, use the option to 

see further information on each topic. 

4. Once you have selected a topic, click on the list to view the available sessions. 

 
Upcoming Training – All you wanted to know about Vision prescribing session list highlighted 

5. Once you have decided on a session, click on  to sign up for it. 

6. The Enter your Registration Information screen is now displayed and the 

following information must be completed to register for the webinar you have 

selected: 

 First Name 

 Last Name 

 Email Address 

 Practice User Number 

 Role within Practice 

 Questions & Comments 

Important – Because of the way GoToTraining is structured, the 

Questions & Comments section must have something entered into it. If 

you do not have any question or comment at this stage, enter the 

word Nil to complete the registration. 

7. Click on Register to finish the registration process. 
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Enter your Registration Information screen 

8. The Registration Confirmation screen is displayed. 



Vision 3 Web Seminar (Webinar) Training 5 

 
Registration Confirmation screen 

9. The webinar booking can be added to your calendar by clicking on Add to 

Calendar. 

Note – Audio Checklist is a useful link on the Registration Confirmation 

screen. It is provided by GoToTraining and provides tips for using your 

computer‟s microphone and speakers. 

10. An email is sent to you with the following information contained within it: 

 Registration confirmation 

 A reminder of the date and time of the webinar 

 A hyperlink to enable you to join the webinar 
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Example of confirmation email with date and time reminder and webinar hyperlink highlighted 
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Joining a Webinar Session 
To join a webinar session: 

1. 10 minutes before the webinar is due to start, click on the link sent to you in 

the confirmation email. 

2. Three GoToTraining screens are displayed as the system links into the live 

environment, let the system run through these. 

 
First setup screen 

 

Second setup screen 

 

Third setup screen 
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3. The live environment Welcome screen is now displayed. The name of the 

webinar you have registered for is under Today‟s Topic. 

 
Welcome screen with topic name highlighted 

4. An audio „Welcome to the session‟ is played, and a periodic beep is heard until 

the presenter starts the webinar. 

Note - Confirm that your speakers / headphones are working correctly 

at this point. If you do have a problem, select Audio Setup from the 

Control Panel and set up your headset/speakers. See “Test your Audio 

Setup” on page 11 
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A Webinar Session 

 
Example of a webinar

Session Controls 

Session 
Title 
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Using the Controls within a session 

The Control Panel for this session is on the right hand side of your screen.  

The Attendee List shows other 

participants in this session. It also shows 

you who is presenting the session as 

occasionally there are multiple 

presenters. 

 

Attendee List 

Audio displays the status of your audio. 

The number of lit green lights fluctuating 

indicates that your microphone and 

speakers are connected and working 

properly. There is a link for you to review 

your audio setup if you are having 

difficulties………see below. 

 

Audio 

The Chat window is your means of 

communicating with the 

Organiser/Presenter and other 

participants. The Chat window is 

monitored throughout the session and 

any questions or comments are 

addressed by the presenter at 

appropriate points. 

It is recommended that you address 

messages to All – Entire Audience so 

that other participants can see your 

questions and comments. 

 
Chat 

 
Send Chat To: 
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Use the White Arrow icon to 

hide/display the Control Panel 

 

Use the Window icon to switch between 

a window view and a full screen view 

 

Use the Hand and Arrow icon to raise 

and lower your hand to attract the 

attention of the presenter 

Use the Microphone icon to mute and 

un-mute your microphone 

  
Control Panel controls 

Exit, you may leave the session at any 

time by selecting File – Exit – End 

Training 

 
File - Exit – End Training 

 

Test your Audio Setup 

In the event that the welcome greeting message and periodic beep is not audible, 

you need to check and configure your audio settings. 

1. From the Audio window click on Audio Setup. 

2. Preferences – GoToMeeting is displayed. 

3. Select your Microphone from the available list (if you have one set up). 

4. Select your Speakers from the available list. Click on Play Sound to check they 

are working. 
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Preferences – GoToMeeting – Audio 
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Ending a Webinar Session 
A session can be ended in two ways: 

 

By You 

You can end a session at any time: 

1. Select File – Exit from the Control Panel. 

2. Leave Training? – GoToTraining screen is displayed, click Yes to confirm. 

 

Leave Training? – GoToTraining 

 

By Presenter  

The presenter terminates the session upon completion.  

 

Submitting Feedback 

Once you leave a session, the Webinar Feedback Evaluation screen is displayed. 

Please provide some feedback of your experience by completing this evaluation. Your 

comments are appreciated, and are used to constantly assess and re-focus the way 

we run our webinar training. 
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Webinar Feedback Evaluation screen 
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1. Click on Submit to finish the evaluation. 

2. The Evaluation Submitted screen is displayed 

 

 

Evaluation Submitted form 

3. Click  to close the web browser 

 


