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Presenting a Webinar on HSIN 
Connect
Annex to “Using HSIN Connect: 

A Primer for Citizen Corps”
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Overview
This guide serves to instruct users on how to present a webinar using 
the HSIN Connect system

If you are unfamiliar with the HSIN Connect system, please refer to 
“Using HSIN Connect: A Primer for Citizen Corps.”

The information in this guide assumes that you have successfully
logged into the HSIN Connect system
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How HSIN Connect Works
Every meeting with HSIN Connect must have a host. 
– Hosts are responsible for starting and running the meeting. 

– Hosts have the capability of allowing users/guests to be presenters. 
A host must elevate you to presenter status in order for you to 
present at a webinar

– The host must be in the meeting during the conference

The host must have a HSIN login and password

Hosts have complete control over the meeting and are the only 
ones who can move and position windows, load files, and end 
the webinar.
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Hierarchy of HSIN Connect Users

Host – the meeting “administrator and facilitator”
– Must have HSIN login

Presenter – can see what the host sees and change slides
– Does not need to ask permission to speak

– Must join as guest and have status elevated by meeting host

Guest – meeting participant who can view the meeting and 
make settings changes that only affect them
– Must ask permission to speak
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Responsibilities as a Presenter, Part 1

If you are presenting at a webinar, you must contact the meeting 
host at least 24 hours before the meeting begins
– This allows the host enough time to ensure you can log into HSIN

Connect

– Once you log in, the host will then “elevate” your privileges and 
make you a presenter
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Responsibilities as a Presenter, Part 2

You must email the meeting host your PowerPoint slides and 
any other media you intend on using (videos, sound, etc.)
– The host will then upload these to the HSIN Connect servers for 

users to access and download
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What can you do as a presenter?
Presenters can:
– Speak using HSIN Connect’s Voice Over IP (VOIP) system without 

“raising their hand”
Voice Over IP is a standard term for using the internet to transmit voice communication. 
Common VOIP systems include Skype, Vonage, and many others. HSIN Connect integrates 
VOIP with visual/webinar elements

– Change slides

– See all Pods that may normally be hidden from view (see following 
slide)

Note: If you are made a presenter, you may also be prompted to 
install an Adobe Connect add-in (see later slides)
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This is what you can see as a presenter

Presenter chat

Presenter notes

Web links

Participant List

Questions and Answers Pod
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Any Pod outside of 
this window can only 
be seen by hosts and 
presenters
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Presenting a PowerPoint

Once you have logged in and the host has elevated your status 
to “Presenter,” the host will load (share) your PowerPoint 
presentation

You will have the ability to change slides using buttons at the 
bottom of the screen
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These arrows allow 
you to change slides
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Using HSIN Connect’s VOIP System

HSIN Connect has a built-in VOIP system. 
– VOIP, or Voice-Over-IP is a means of transmitting sound or voice 

through the internet

HSIN Connect allows a presenter to talk to an audience without 
having to use a separate teleconference. 

For the VOIP system to work, the presenter must have speakers 
and a microphone attached to their computer. 

If you intend on using the VOIP system, you must contact the 
meeting host 24 hours in advance and inform them you will be 
using the VOIP system. 
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How to Set up HSIN Connect’s VOIP

Ensure your microphone is enabled and functional. If you are 
unsure of how to set up your microphone, please contact your 
agency’s or organization’s IT department. 

You may be prompted to install an “Acrobat Connect Add-in”
(see following slides). Please agree to install the add-in/plugin.
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Once the pop-up screen 
appears, click on the Install 
link.
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A second pop-up screen will 
appear.  

Click on the “Yes” button.
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Audio Setup Wizard

Once you log into HSIN Connect, are given permission to be a 
presenter, and have installed the add-in, you will need to run the 
“Audio Setup Wizard” (see following slide)

Go through the wizard to ensure your audio is working
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Using Push-to-talk and Hands-Free Options

You may notice two small buttons at the bottom of your screen 
(see following two slides)

These buttons allow you to use the VOIP system either by 
pressing and holding the button (push to talk) or as if you were
using a standard microphone (hands-free)
– It is recommended you use the hands-free  button when giving a 

presentation

– When you are finished with your presentation, click on the hands-
free button again to turn off your microphone
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Push-to-talk button Hands-free button 
(click this if you are doing a presentation)



22

Presenting the Webinar

Speak as if you were talking to a large audience

It is recommended that you take questions and answers at the 
end of your presentation rather than a more discussion-based 
approach.

The host will inform you if your audio level is too loud or too 
quiet

If you have questions or concerns, use the “Presenter Chat”
pod to contact the meeting host
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Addressing Questions and Answers

HSIN Connect allows for two ways that participants can ask 
questions
– Through the chat window

– Through VOIP by “raising their hand”

The chat window may be used to direct questions towards the 
speaker directly, or to the audience, depending on how the 
system is set up
– If the questions are going to the speaker directly, the host will assist 

you with the Q and A system
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Addressing Q and A, Part 2

Participants may also “raise their hand.” Accepting someone’s 
raised hands allows them to use the VOIP system to ask you a 
question. You, as well as all of the audience members, will hear
them speak. 
– You or the host may end their speaking privileges at any time. It is 

recommended this be done after the question is asked in order to
minimize background noise.

Whenever a question is asked by either voice or chat, please 
reiterate the question for all audience members. 
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Tips and Tricks for a Successful Webinar

Familiarize yourself with HSIN Connect ahead of time. Make sure you can log in and bring 
up any technical concerns early.

Ensure your computer’s microphone is working. It is recommended that you use a noise-
canceling microphone or a headset.

Make sure the meeting host has a copy of your PowerPoint presentation.

When using the VOIP system, use similar protocols as if you were speaking to a crowd.

Use the “Presenter chat” window to talk with the meeting host or other presenters without 
disrupting the rest of the meeting
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