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Online training 
 
Getting started with online training 
 
Introduction 
 
You have heard that SET BC offers online training for your PSAP purchases but you don’t know 
how that works.  This tutorial will walk you through the process of registering and attending your 
first online training session. 
 
This tutorial assumes… 
 

 You have access to a computer with an internet connection 

 Your computer has speakers (either built-in or external) to hear the audio 

 You have a headset to hear the audio (optional) 
 

Learning Objectives 
 
Completion of this tutorial will give you experience with the following: 

 Accessing the Events Calendar at www.setbc.org 

 Registering for a workshop 

 Attending an online workshop 
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Go to www.setbc.org to 
see the SET BC 
webpage. 
 
Once there, go to the 
“News  and Events” tab 
and click on the “Events 
Calendar.” 
 

 
 

2 

 
 At the Events Calendar, 
look through the 
calendar for which 
workshop you’d like to 
attend.  Click on the 
name of the workshop 
for more information 
and how to register. 
 
When the description of 
the workshop appears, 
you will see a click to 
register for this 
session link.  If you 
click on the link, it will 
launch Microsoft 
Outlook or Entourage 
and create an email to 
the instructor.  If you are 
using a different email 
account, note the email 
address of the instructor 
and write him/her an 
email from your account 
letting the instructor 
know you wish to attend 
the workshop.  Please 
indicate the date and 
time of the workshop 
in your email. 

 
 

 
 

 

 

http://www.setbc.org/
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After you have registered, 
you will receive an email 
from the instructor. 
 
The email tells you the time 
of the workshop along with a 
link to the online workshop.  
You can click on the link to 
take you to the log-in page 
for the workshop. 
 
You will also find important 
information for first time 
users.  Please read this 
information carefully. 
 
To hear the audio, you will 
need to have the computer 
volume turned up or have 
external speakers connected 
to your computer.  
Alternatively, you could use 
a headset plugged into your 
computer to hear the audio. 
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When it comes time for the 
workshop, click on the link to 
attend and you will be taken 
to the meeting site and 
asked to enter your name.  
Note that you will be 
entering as a Guest. 
  

 
 

 

 
 
 
 
 

 

  Tip… 
  
At the bottom of the email you will receive from the instructor is a link that allows you to test 
your computer and browser.  It is a good idea to try this prior to the meeting. 
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Once you are logged in, you 
will see your name with an 
icon beside it indicating you 
have joined the meeting. 
 
At this point the instructor will 
show you slides or share his 
or her screen.  Sit back and 
follow along. 
 
You are able to Chat with the 
instructor or other 
participants by using the 
Chat pod. 
 
At the bottom of the screen is 
a pop-up menu with icons 
that you can add beside your 
name.  For example, you will 
find icons for speak louder, 
raise hand, applause, 
agree/disagree, thumbs up, 
etc. 
 
If at any point you have a 
question, type it into the chat 
pod and/or choose the icon 
that indicates your hand 
raised. 

 

 

 
 
 
 

 
 
 
 

 
For more information on PSAP training, please contact Jinder Dhami (jdhami@setbc.org). 

  Tip… 
  
It is sometimes a good idea to have two computers - one computer to watch the workshop and 

the other to use the application.  However, it is not necessary to have two computers.   

mailto:jdhami@setbc.org

