
How does the Invitee Join the Webinar 

The invitee will get an email that looks like this: 

 

They now have some choices. If they can only join by phone they need to write down the conference ID 

and one of the phone numbers in the list above. (The 8xx numbers are toll-free for use outside of the 

615 area code. If they are inside 615, they should use one of those numbers). On the phone they will be 

prompted for the conference ID. They need to type that into the phone. After not responding if asked if 

they are the leader and then saying their name when prompted, they will join the meeting. Keep in mind 

that if you have muted the audience they will be able to hear but not speak. If you are muted, they 

won’t hear anything. That can be a little disconcerting for them so we recommend that when you see 

someone come in early on the phone you unmute yourself and the audience, advise them to unmute 

themselves by typing *6 on their phone, and talk to them. Alternately don’t mute the audience UNTIL  

you are starting the webinar. 

If they are going to join by computer they may click either the Join Skype Meeting or the URL (if you put 

it into the invite). Unless they have SfB installed, they should join using the Web app. So they should 

click that. 



 

The will be prompted to download and install the plugin and then click join the meeting. 



 

On Windows the plugin install will look like this. 



 

They should save it, then run it by clicking on it. 



 

The install takes about 10 seconds. Once installed, click “Join the meeting”. 



 

Click Launch Application 



 

They should type in their name in the textbox and click Join the meeting. 



 

Click Allow. 

 

Depending upon how the meeting is setup, the invitee may be placed in the virtual lobby and will be 

admitted in by the leader when the leader sees the admit prompt. 
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