
Introduction to Cambridge Institut’s
Virtual Classroom

In order to ensure the smooth-running of the online courses, please take note of the following:

• Your device‘s microphone, speakers and webcam (optional) should be in good working order. For
better audio quality, we recommend that you use a headset. You can also participate in the course
using only your smartphone.

• Please use current versions of Mozilla Firefox or Google Chrome browsers. Do not use Safari
or Internet Explorer.

• If possible, we would recommend you connect to the internet via a LAN cable as this guarantees
a more stable connection. Of course, you can also take part via wireless connection.
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1. Email “Ihre Zugangsdaten”: After we have created a profile for you, you will receive an email 

asking you to create a password for the online portal. 
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2. Via the link in this email, you will be redirected to the online portal. This is where you will 

create the password for your profile. 
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3. In a second email, we will invite you to join the session (=your online course). There a two options how to 

enter the online class. If you click on the “DIREKTLINK”, you will be redirected to the virtual classroom. 
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You can also join the course by clicking on the link „Onlineportal“. 
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Here, you log-in to the online portal and enter the virtual room via your calendar. In the calendar, please click on 
your course (green area) .
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A window opens which provides information about your course. At the bottom (left corner) you can enter the 
virtual room by clicking on „teilnehmen“ (‚join‘). You will then be redirected to your online classroom. 
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4. At the beginning of each session, you will be asked how you would like to join the conference. 

Please select “mit Mikrophon” (with microphone). This is needed to be able to speak with your 

teacher.
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5. Next, you will be asked to say a few words to make sure that your microphone is workin
properly. Please click on “ja” (yes) if you can hear yourself. 
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6. Once you are on the welcome page, you will see three round icons at the bottom. The third icon has a 
white border. To activate your webcam, please click on this third icon. A window called 
“Webcameinstellungen” (web cam settings) will pop up. Please select “Freigabe starten” (begin 
transmission) to let other participants see you.
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7.. After your webcam has been activated, your picture will appear above the welcome page. All other 
course participants and the trainer will also be visible here. 
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8. To enlarge your virtual classroom, please click on “geteilte Notizen” (shared notes) and then 
on the small profile icon at the top left of the dark background. 
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9. Now you should only be able to see the other participants and the virtual whiteboard (which will be 
created by the teacher to replace the welcome page). 
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10. In order to get a bigger image of your trainer, please click on the blue minus symbol in the top right corner 
of the virtual whiteboard, which will minimize it, so you are able to concentrate on your trainer. You can even 
enlarge further through full-screen mode (top right of your trainer’s image). 
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• Your language trainer has the possibility 
to provide you with additional course 
material. If (s)he uploads these documents 
to the online calendar, they are accessible 
before, during and after class. 

• If you wish to access the files, please click 
on the event in your calendar (green area).

How to download course material 
from the online platform
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• In the area „Veranstaltungsmaterialien“ (‚class material‘) you can see if there are files available. 

• If so, you can download them by clicking on the download icon (arrow facing down).
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How to download course material in the virtual room

• The language trainer can also upload class 
material during class. 

• Simply click on the arrow facing down 
and you can download the file. 

• If there is no arrow visible, this means the 
document is donwloadable. 
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Further tips:

• You can mute your microphone at any time by clicking the first blue icon at the bottom (showing a 
microphone). The same goes for your camera (third icon at the bottom). This is especially useful 
during the break. 

• If you are having problems accessing the virtual classroom, please try re-loading the page. 

• Should you not have additional equipment such as a headset or webcam, please use your 
smartphone. 
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We hope you will have an enjoyable and successful online course and are glad you are going on this 
journey with us. 

We are always open to feedback and constructive criticism to help us improve our online services. 
You can reach us during our regular opening hours by phone (089 22 11 15) or by email 

(info@cambridgeinstitut.de).

Best wishes,

Your Cambridge Institut Team
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