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Step-by-Step: Attending a Web Conference on 
the EPA Portal 

What you will need: 
o	 A computer with 

internet connection 
using Internet Explorer 
version 5.5 or higher 
(to watch the 
presentation) 

o A telephone (to listen 
to the presentations) 

To Begin: 


Before you begin don’t forget to… 
• Call-in to connect via phone 
• Change your screen resolution to high 

Right-click on desktop =>  
properties => settings => 
screen resolution tab =>  
bottom left => “more” 

• New users see page 4 
• Use Internet Explorer 

1) Visit the Web Conference site (http://portal.epa.gov/webconference). 

1) Log into the ESC.  Go to the “My Workbench” tab.  Join a Web Conference. 
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2) Oracle Collaboration Suite will open in a new Window. Enter the conference ID 
number in the appropriate box. 

-OR-
2) Go to the “Scheduled Conferences tab and search for your conference by title or 

host name. 

3) You may be asked to identify yourself by supplying your name and email address.  
Other times, this information will automatically be filled in. This step helps 
participants communicate with each other through the web conference tool by 
properly identifying the participants. 

4) Upon entering this information, click the button on the right to “Join Conference”.  
Sometimes this button may prompt you to “Enroll for Conference".   
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*FIRST TIME USERS* 
 

 
 
 

5) Sit back and enjoy the presentation. You will now have the Web Conference toolbar 
visible along the top of your computer (see image below).  

This tool will enable the presenters and host to share materials directly from their computers as if we 
were all located in the same space. Primarily, you will simply watch the presenters as they move through 
their materials. However, we may also transition control of the materials – so you may have the option to 

share your desktop. 
Auto focuses on presenter’s portion 

of screen 

Click to scroll manually through 
viewable area 

• Test your system BEFORE the conference call! 
• Visit the Web Conference site (http://portal.epa.gov/webconference) 
• Go to the new user tab 
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• Click the “run” button 
 

 
You will be immediately entered into the web conference upon logging in.  
You may see a message indicating that the Oracle >>> software should be installed 

 
 

 

(see below). CLICK YES! This is not a stand-alone program and you should have the 
rights to install it. It is simply an add-on to allow for the web-conference tools to run 
properly. Your screen may flicker and go completely black as the software is installed 
and the web conference is opened up. This is completely normal. 
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