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Get Started with the Admin Center 
The Admin Center is where account administrators can add and manage users, create reports and 
oversee default and custom settings. As a GoToMeeting, GoToWebinar, GoToTraining and/or OpenVoice 
administrator, you can log in to invite and manage organizers, group managers and administrators. 
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Add Users 
You can add users to your account and assign them with organizer and/or account administrator roles. A 
user’s first name and last name cannot exceed 32 characters. An email address cannot exceed 128 
characters. 

Add users to your account 
1. Log in to the Admin Center.  

2. Select Add Users in the left navigation. 

3. On the Add Users page, enter the user’s first name, last name and email address. Each user logs in 
to GoToMeeting/GoToWebinar/GoToTraining/OpenVoice with the email address you provide. Click 
Add Another User to add a new user at the same time.  

To add multiple users at once, click Add Multiple Users and input users' first names, last names and 
email addresses in the text field. You must separate each user with a comma or semicolor, or press 
Enter/Return on your keyboard.  
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4. Select a role for the user(s). You must select at least 1 role for a user before you can add them. 
You can assign the user an organizer role, account administrator role (with full account privileges or a 
manager for groups) or both. 

If you make the user an administrator, you can also make the user a group manager who can manage 
specific group(s) with the following privileges you can enable or disable: 

• Add and delete users 
• Manage seats 
• Manage organizer settings 
• Add and delete groups 
• Create reports 
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5. By default, new users receive the default welcome email, but you can also Create New Templates 
and save them for future use. 

6. Select a primary language for the user. The welcome email will be sent in the language you choose 
for the user. 

7. Using the “Select a group” drop-down menu, you can select a group for the user (optional). If you 
don’t select a group, the user will belong to no group by default. See Manage Groups for more 
information. 

8. When you’re done, click Save. New users receive a welcome email with a link to set up their 
account password. They must complete this required step before they can start using 
GoToMeeting/GoToWebinar/GoToTraining/OpenVoice. 

Create a new welcome email template 
All newly added users receive the default welcome email by default, but you can customize welcome 
emails and store them as templates for future use. 

1. Log in to the Admin Center. 

2. Select Add Users in the left navigation. 

3. On the Add Users page, select Create New Template from the “Send this email” drop-down menu. 

4. In the “Create New Template” box, enter the title and subject of the new welcome email template, 
and then add custom text. 

5. When you’re done, click Save. 

6. When you return to the Add Users page, you can select your saved template from the “Send this 
email” drop-down menu. You can click Preview, Edit or Delete next to the template you select from 
the drop-down menu. 
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Manage Groups 
Add a group or subgroup 
You can add groups and subgroups to your account to group members together and better manage them. 
Creating groups and subgroups allow you to easily apply the same settings and customizations across all 
users in the group. You can also create reports for groups of users. 

1. Log in to the Admin Center. 

2. Select Manage Groups in the left navigation. 

3. On the Manage Groups page, select Add a Group. 

4. On the “Add a Group” box, enter a Group Name. You can optionally choose a subgroup for the 
group (by default the parent group is not part of a subgroup). Then click Save. 

 

5. When you return to the Manage Groups page, your newly added Group or Subgroup is listed, and 
the number of members are shown.  

• To edit the Group or Subgroup Name, click the name of the group.  

• To manage the Group or Subgroup settings, click the Settings icon next to it.  
• To delete the Group or Subgroup, click the Delete icon next to it. If you delete a parent group, 

all subgroups in the parent group are also deleted. 
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Delete a group or subgroup 
You can delete groups and subgroups so that members are no longer grouped together. Once you delete 
a group or subgroup, all of its members will belong to no group by default. 

1. Log in to the Admin Center. 

2. Select Manage Groups in the left navigation. 

3. On the Manage Groups page, select the Delete icon next to the group you want to delete. Once 
you delete the group or subgroup, its members are no longer grouped together. 
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Manage Users 
On the Manage Users page, you can search for users by entering part of their name or email address, or 
you can filter users by selecting the “Filter by” drop-down menu to sort and view all users, all 
administrators, group managers, ungrouped users, groups and 
GoToMeeting/GoToWebinar/GoToTraining/OpenVoice seats on your account. You can also group users, 
export user details to Excel, delete users and manage seats.  

Manage seats 
The Product column indicates if a user is enabled with or suspended from GoToMeeting, GoToWebinar, 
GoToTraining or OpenVoice. Enabled organizers can host sessions, whereas suspended organizers lose 
the ability to host sessions. 

1. Log in to the Admin Center. 

2. Select Manage Users in the left navigation. 

3. On the Manage Users page, select the check box next to users’ names. 

4. Select the “Manage Seats” drop-down menu. You can select 1 of the “Change Seat to” options. 
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5. After choosing an option, click Apply Changes. 

• From the Manage Users page, you can resend a welcome email (default or custom) by clicking 
Reinvite.  

• If you selected Remove All Seats, you will remove all product roles from the user once you click 
Apply Changes. If the user has scheduled sessions, you can click reassign their sessions to 
assign their meetings to another organizer (optional). If you don’t reassign the user’s scheduled 
sessions and just remove the seat, the organizer’s history is stored for 1 year so if you later 
decide to re-enable the suspended user, their session history is retained. 
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Group users 
You can group multiple users together in groups to better manage a subset of users on your account. You 
can also create reports for groups of users to find out more robust information on a subset of users on 
your account. 

1. Log in to the Admin Center.  

2. Select Manage Users in the left navigation. 

3. On the Manage Users page, select the check box next to users’ names. 

4. Select the “Group Users” drop-down menu to move users to another group, remove users from a 
group or add a new group. 

 

© 2014 Citrix Online, LLC. All rights reserved. 10 

http://admin.citrixonline.com/


Administrator Guide 

If you want to assign a group manager to specific group(s), go to an administrator's User Details 
page and select the "Manager for specified group(s) with limited privileges" option. You can then 
enable or disable privileges that the group manager can access. 
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Delete users 
You can delete users from your account on the Manage Users page. If you delete a user, you’ll have to 
send them another invitation if you want them to host sessions again. If a user has scheduled sessions, 
you can reassign their sessions to another organizer. Deleting users does not retain their session history 
– if you want a user’s session history to be retained, you can remove their seat and suspend them so that 
their data is still stored for 1 year in case you later decide to re-enable them. 

1. Log in to the Admin Center. 

2. Select Manage Users in the left navigation. 

3. On the Manage Users page, select the check box next to the users’ names. You can only delete up 
to 10 users at a time on each page. 

4. Then select Delete Users. If a user has scheduled sessions, you can click reassign their 
sessions to reassign them to another organizer. 

 

5. On the Reassign Meetings page, select the “Reassign to” drop-down menu to choose another 
organizer. Learn more about reassigning meetings. 

6. When you’re done, click Save. If you want to re-add the user to your account, you will need to add 
them as a new user. 

User details 
You can view user information, choose a group and assign organizer and/or account administrator roles 
for any user on your account. 

You can also add additional account administrators and group managers to use the Admin Center. 
Account administrators have the ability to add new users and manage users on the account just like you. 
You can assign a user with an account administrator and/or organizer role from the User Details page. A 
user can be an account administrator without being an active organizer. 

Users can have any of the following statuses: 

• Enabled – Users who have activated their account by creating a password 
• Suspended – Users who previously had an active seat and/or admin role but had their seat and/or 

admin role removed 
• Invited – Users who have been added to the account but have not yet created a password 

1. Log in to the Admin Center. 

2. Select Manage Users in the left navigation, and click the name of a user. 

3. On the User Details page, you can edit the user’s name and view the user's email address and 
usage information (last session, next scheduled session, scheduled recurring session). You can also 
change their group or role from the User Details page.  
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4. Click Save if you made any changes. 
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Reassign Meetings 
You can reassign a user's meetings to another active organizer on your account at any time, especially if 
a user is deleted, suspended or no longer active. Although you can’t reassign any webinar or training 
sessions, a co-organizer can start them. 

1. Log in to the Admin Center. 

2. Select Manage Users in the left navigation, and click the name of a user. 

3. On the User Details page, click Reassign Meetings. 

4. On the Reassign Meetings page, select the “Reassign to” drop-down menu to choose another 
organizer. Repeat this step for every meeting you want to reassign to another organizer. 

5. When you’re done, click Save. 
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Create Reports 
You can create reports to view data on your organizers and past sessions (data is stored for 1 year from 
the meeting start date). If an organizer has just ended a session, it may take up to 15 minutes for the 
session to appear in your reports. 
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Create a report 
1. Log in to the Admin Center. 

2. Select Create Reports from the left navigation. 

3. On the Create Reports page, choose 1 of the following types of reports: 

Account Reports 

• Activity Report – Shows a summary of each organizer’s product usage 

 

• User Status Report – Shows the current role(s) of each user on your account 
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• OpenVoice Integrated Usage Report – Shows details about OpenVoice Integrated usage 

 

GoToMeeting Reports 

• Meeting History Report – Shows details about each organizer’s meetings and attendees 
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• Scheduled Meetings Report – Shows the scheduled meetings for organizers on your account 

 

• Attendee Report – Shows details about the attendees of your organizers’ meetings 
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GoToWebinar Reports 

• Webinar Registrant Report – Shows details about the registrants and attendees of your 
organizers' webinars 

 

• Webinar Recording Registration Report – Shows details about the registrants for your 
organizers’ recordings. 
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GoToTraining Reports 

• Scheduled Training Sessions Report – Shows the scheduled training sessions for organizers 
on your account 

 

• Training History and Attendee Report – Shows details about each organizer's training sessions 
and their attendees 
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OpenVoice Reports 

• Billing History Report – Shows details about OpenVoice usage by call type 

 

• Rates and Phone Numbers Report – Shows billing rates and phone numbers by call type 

 

• Usage Report – Shows details about OpenVoice usage in your organizers' conferences 
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• Conference Room Reports – Shows details about OpenVoice conference rooms and 
organizers. 
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4. Choose a date range either within the past year or between specific “From” and “To” dates.  

 

5. Select users or groups. You can filter the following: 

• All users, individual users or multiple users 
• All administrators, individual administrators or multiple administrators 
• All managers, individual managers or multiple managers 
• Ungrouped users 
• Groups 
• Seats (i.e., GoToMeeting, GoToWebinar, GoToTraining, OpenVoice) 

 

6. Then click Excel or HTML to view information on your account and users. 
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Manage Admin Settings 
From the Admin Settings page you can edit your account name and change the default product settings. 
You can also edit specific GoToMeeting and GoToTraining features.  
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Edit GoToMeeting Settings 
Upload or Remove a Logo 

You can upload a .gif or.jpg file (up to 400 x 200 pixels and 100 KB) by clicking Upload and selecting the 
image you would like as your logo. Attendees will see your logo when screen sharing is stopped.  

Enable or Disable Co-organizers 

Co-organizers are enabled by default, but you can edit this setting by clicking Edit next to Co-organizers. 
When co-organizers are enabled, organizers can select other co-organizers within the account to start 
and share their meetings.  

 

Edit GoToTraining Settings 
Edit Branding Settings 

You can edit branding settings such as logos and custom colors for catalogs, materials and registration 
pages by clicking Edit next to Branding. 

Edit Payment Settings 

Manage your payment settings for your trainings and organizers' trainings by clicking Edit next to 
Payment. 
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Enable or Disable Content Sharing 

You can choose to allow organizers to share content by enabling content sharing. When content sharing 
is enabled, organizers will share storage space and they can select other co-organizers within the 
account to manage training sessions. When content sharing is disabled, organizers won't share storage 
space and they can't select other co-organizers within the account to manage training sessions. To turn it 
off or on, click Edit next to Content Sharing.  
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Create Custom Fields 
As an admin, you can define custom fields (e.g. attributes) that will appear on the User Details page for 
each user on your account. 

1. Click Admin Settings in the left navigation. 

2. Click the Add Custom Field button. 

3. Enter a custom field, you can include numeric and alpha characters.  

 

4. Click Save. When you view the User Details page for a user on your account, you will see this new 
field. The field will also be included in search results in searches made from the Manage Users page 
(all users with this defined attribute will appear in search results).  

  

© 2014 Citrix Online, LLC. All rights reserved. 28 



Administrator Guide 

User Settings 
Account administrators can create custom settings for users, which override the default settings for new 
users. You can change product settings for all users, all administrators, all group managers, groups and 
ungrouped users, as well as by seats, on your account. You can customize various settings for users and 
groups, and you can also manage the default settings for new users on your account. 

Apply custom settings for users and groups 
1. Log in to the Admin Center. 

2. Select User Settings from the left navigation. 

3. On the User Settings page, use the "Filter by" drop-down menu to choose all users, a group of 
users or an individual user to manage settings. Or, you can enter part of a user's name or email 
address into the search field.  

4. Existing settings for users are displayed in your filtered results. You can use the "Show Features" 
drop-down menu to display up to 4 settings/features at once.  

5. Change the setting for selected users or groups by selecting a setting or feature and then choosing 
1 of the following options when prompted: 

• On - organizer can change this feature 
• Off - organizer can change this feature (only available for Audio Settings) 
• Disabled - organizer cannot use this feature 
GoToMeeting 

Settings 
GoToWebinar 

Settings 
GoToTraining 

Settings 
OpenVoice Settings 

VoIP VoIP VoIP Long distance 
Long distance Long distance Long distance Toll-free 
Provide own audio Provide own audio Provide own audio Enter muted 
Display attendee list Chat and Q & A Webcams Conference continues 
Grant mouse control Webcams   Recording 
Chat     Security code 
Recording     Client charge code 
Webcams     Prompt participants for 

names 
      Announce arrival 
      Announce departure 
      Email attendee report 
      

Email recording link 

  

Note: Admins can also assign the GoToMeeting 25 plan and GoToMeeting Essentials to organizers 
on their account. 

6. When you’re done, click Save. Custom settings override the default settings.  
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Remove Toll and Toll-Free PSTN Dial-In Countries 
1. Click User Settings in the left navigation 

2. Go to the Change Settings section and select Countries in the Details column.  

3. In the pop-up, select or deselect countries you would like to be available to organizers.  
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Manage default settings for new users 
1. Log in to the Admin Center. 

2. Select Admin Settings from the left navigation. 

3. On the Admin Settings page, select Edit in the Default Product Settings section. These settings set 
the default for all new users added to your account in the future.  
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4. All settings are enabled by default. On the Default Product Settings page, you can change the 
default settings for new users by selecting a setting and choosing 1 of the following options when 
prompted:  

• On - organizer can change this feature 
• Off - organizer can change this feature (only available for Audio Settings) 
• Disabled - organizer cannot use this feature 
GoToMeeting 

Settings 
GoToWebinar 

Settings 
GoToTraining 

Settings 
OpenVoice Settings 

VoIP - requires 
microphone and 
speakers 

VoIP - requires 
microphone and 
speakers 

VoIP - requires 
microphone and 
speakers 

Long distance numbers 

Long distance Long distance numbers  Long distance numbers  Toll-free numbers 
Preferred number 
numbers 

Provide their own 
conference call service 
in webinars 

Provide their own 
conference call service 
in trainings 

Participants enter 
conference muted 

Provide their own 
conference call service 
in meetings 

Allow chat and Q & A in 
webinars 

Let webinar staff 
members share 
webcams with 100 
participants during 
webinars 

Conference can continue 
after organizer leaves 

Recording meetings Let webinar staff 
members share 
webcams with 100 
participants during 
webinars 

  Record conference 

Grant keyboard and 
mouse control to 
attendees 

    Security code for each 
conference 

Display the attendee list 
during meetings 

    Client charge code 

Let participants chat 
during meetings 

    Manage participants who 
call in early 

Let participants share 
webcams during 
meetings 

    Attendee limit 

      Prompt participants for 
names when joining 

      Announce arrival of each 
participant 

      Announce departure of 
each participant 

      Automatically send 
attendee report to 
organizer 

      Automatically send 
recording link to 
organizer 

5. When you’re done, click Save. If a user has multiple products, you must make the change for each 
product using the GoToMeeting tab, GoToWebinar tab GoToTraining tab or OpenVoice tab.  

© 2014 Citrix Online, LLC. All rights reserved. 33 



Administrator Guide 

 

Enable OpenVoice Integrated Toll-Free Audio 
You can enable OpenVoice Integrated Toll-Free audio service for individual users, all users, all 
administrators, groups and ungrouped users on your account. Once you enable toll-free audio, users can 
schedule sessions with international toll-free numbers.  

Enable toll-free numbers for existing users 

1. Log in to the Admin Center. 

2. Select User Settings from the left navigation. 

3. On the User Settings page, use the "Filter by" drop-down menu to choose all users, a group of 
users or an individual user to manage settings. Or, you can enter part of a user's name or email 
address into the search field.  

4. Existing settings for users are displayed in your filtered results. Select Toll-free numbers > On - 
organizer can change this feature > Save.  
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5. Then select the Countries to choose which countries to provide toll-free numbers for, and click 
Save. Custom settings override the default settings.  
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For GoToMeeting toll-free numbers, you can also select the Star icon  next to a country to 
make it the preferred number. Participants will see the preferred number listed first. 
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Enable toll-free numbers by default for new users 

1. Log in to the Admin Center. 

2. Select Admin Settings from the left navigation. 

3. On the Admin Settings page, select Edit in the Default Product Settings section. These settings 
set the default for all new users added to your account in the future.  

4. Select Toll-free numbers > On - organizer can change this feature > Save.  

5. Then select the Countries to choose which countries to provide toll-free numbers for, and click 
Save.The default settings for new users will include toll-free numbers.  

For GoToMeeting long distance and toll-free numbers, you can select the Star icon  next to a 
country to make it the preferred number. You can select 1 preferred long distance and/or 1 
preferred toll-free number. If both a long distance and a toll-free number are enabled for a meeting, 
the toll-free number will the preferred number that participants see listed first. 
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Conference Management 
Administrators can provide organizers with privileges to manage their conference. Organizers in return 
can extend these privileges to their participants. You can choose 1 of the following options per feature 
setting. 

Search for Conference Room Numbers 
As an administrator, you have the ability to search for conference room numbers that organizers are 
using. 

1. Go to the Manage Users page. 

2. Type the conference room number (or part of the conference room number) that you are searching 
for and hit Enter on the keyboard. 
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3. A list of any users with that conference room number (or part of that number in the full conference 
room number) on their account.You can click the user and view their Conference Room number under 
the Product Usage section. 
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View Conference Room PINs 
As an administrator, you have the ability to view organizer's PINs by doing 1 of the following 

1. Click Manage Users in the left navigation 

2. Select the organizer whose PIN you would like to view. 

3. View the organizer PIN in the Product Usage section. 

 

-or- 

1. Click Create Reports in the left navigation. 

2. Select Conference Room Report in the drop-down menu. 

3. Click Create. You will see a column in the report listing organizers' PINs. 
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