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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.

L] ¥
t:lTIl!x | online Admin Serdce | Openveice | GoTeblestng | GoToWatinar | GoToTraiing | Admin Center | 247 Suppoe
Manage Users
Kanage Weers nag
Add Users
User Sedt -,
= g Filfterby: | Al Users - qu|. =G of G
Manage Groups e
Creata Reports
B E Hama - Graup Status Praduct
Admin Sattings
I dimmsy Jamas - Admin Enabled g0 e R
Organizer Seats O June Jeaz 1 Enabled @ *
OuTalleeting 25
2 el BIODY in use El  Mario Manman 1 Enablad oh e
GoTaNatarar 1002
[TEet5 of 60000 in uze ¥  fdax Mifion 1 Enablag g
GoToTranng
[ 5251 ot 50000 In use | I May Mocre 1 Enabled 2
OpenVocs:
[ 56T I use | El Sally Strawberry 1 Suzpended
Kz ied mang seuis?
Comact es. 1 Selecied 1-Goi
Openvoice | (2 manage Seals = | {3 Delete Users rL GroupUsers |~ | o Expodiio Excel |
{ipennice ard Opanisics |.h:1|1-:_||: Coal o
iegrated auss service B GoToMaating 25
nm\:deu bty Cirs Onine
Az, LLC [] GoTowebinar 1000

|~ GoToTraining
[ openviolce
[¥] Remave Al Saats

Apply Changas
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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.

© 2014 Citrix Online, LLC. All rights reserved. 2
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Name and Email Address

First Hama Last Name Email Address

First Name Last Hame Email Address

Add Multiple Users | Add Another User

Cance
Apply | Canczl
Role

[ g8 organizer for GoToliesting 25
[ ﬂ Organizer for GoToWebinar 1000 wilh GoTaolfesling
[ g Crganizer for GOTOTraining wilh GaToleating

I @y organizarfor Gpenvaice

[¥] sdministratar for this Account
@ Full access to 3l account privileges
2 Manager for specified group(s) with limited privileges
Privileges: Add 2nd Delela Users, Manage Seats, Manage Organizer
Seltings, 4dd and Dalate Groups, Creals Regons

Groups: Mone Selecled

User Details

Zend this email:

| Default Welcome Email

Select a pnmary language:

English {internatianal) - English {International)

Select a group:

Ho Group

Save Cancel

Administrator Guide

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

e Manage seats

e Manage organizer settings
¢ Add and delete groups

¢ Create reports

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

© 2014 Citrix Online, LLC. All rights reserved. 4
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Add Users
Mame and Email Address
First Hame Last Hame Email Address
First Name Last Name Email Address

Add KMullipte Users | Asd Anolher Uiser

Role

¥ g8 organizer for GoToMeeting 25

@

1 8 organizer for GeToWebinar 1000 wilh GeTollesting

. Organizer far GaToTraining with GoTokleating
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{80 Crganizer for Dpenvoice
1 aaministrator for ihis Azcaunt

User Datails

Send this email:

Crestz Hew Temglate... Predew

Select a pnimary lnnguage:

_ English finternational] - English (intemationg

/JV

Create Template
Title:

“i:.':lu This Templat:

Frowe Tesi Acoounst

Fubjecl:

|tllll.'| & Subject bor This Templaks

ciTrix online

Dead <Fusl Hama> <Last flamsgs,

Welemme! You have bsen sdded Lo the sccount lor Test Aceount
Custom Texd

Salect a group:

No Group

S | Cancal
—

Woud cuyioem beak will e iscluded in By welcinime email fenyilais

1 To sisd ssing yow scour, creste youl aceswnl passwesd Your emal

address estiflexample com) is your usomame

T Afesr e rracka smer s puined s will ha bnanac inbe usseer on e

favw | Cancel
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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.

Add a Group

Group Name
EMEA

Cancal

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

o To edit the Group or Subgroup Name, click the name of the group.
e To manage the Group or Subgroup settings, click the Settings icon Lo next to it.

o To delete the Group or Subgroup, click the Delete icon r next to it. If you delete a parent group,
all subgroups in the parent group are also deleted.

© 2014 Citrix Online, LLC. All rights reserved. 6
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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.

Manage Groups
S Add a Group 11-120f12 (4] »
Group Name = Group Members Settings Deleta
Sales & Senvices 0 mermbars
[Sales & Serices] EMEA 0 membars
MA20012 ¢
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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.
L] ¥
ﬂ"ﬂ!x | online Admin Serdce | Openvizice | GoToMestng | GaTowetinar | GoTaTrzining | Admin Center | 347 Suppod

Manage Users
Manage Wears g

Add Users
User Settings

Fiterby: | Al Users = | -_’q.m. ) 1-G ol G
Manage Groups —————————————
Creata Raports
. F_ Hama - Group Status Product
fAdmin Seitings
LI dimmy Jamas - Admin Enabled $B o &R
Organizer Seats O June Jesz 1 Enabled @ @
QoTaleeting 25:
ol B0 in wEn 1 Marin Manman 1 Enahblad #8 e Hl 0
GoTaWeberar 1003
§4£5 uf 0000 in use B Max Mition 1 Enabled R
GoToTranng N
[ 854 o2 50000 in use ' May Mocre 1 Enabled 8
Open'Vocs:
ST s Bl sally Strawberry i Suspandad
K ed mare seals?
Cantactss. 1 Selncted 1-G ot
Openvoice @ manage Seats | | Deleteusers | | oL GroupUsers - b ExporiioExcel |
Open'oins ard Opsnioios Change Seal 1o b
niegrated duss Service b & GoTollaating 25
providad by Cirs Onine
Ausie, LLC [ goTowetinar 1000
- - /
|} GeToTrzining
[T openvolea

[# Remave &1l Seats

Apply Changas
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5. After choosing an option, click Apply Changes.

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

o 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.

Delete User?

It you delete this user, you'll have to add them as a new user If
you want them 1o host sessions anain.

You may 2lsa reassign their sessions (o a new organizer.

| Delete User | Cancel

© 2014 Citrix Online, LLC. All rights reserved. 9
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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.

Manage Users

Fillerby: | All Users | (amL- ) 1-6al 6
Hame - Group Stalus Product
[ Jimmy James - Admin Enabled @ ﬁ @ (Ty
#  Juns Jasz 1 Enabled g8 4B
[E  Maria Manman 1 Enabled g8k & O
O tax Millian 1 Enabled g g 8 o
E  tay Masre 1 Enabled g8
[ Sally Strawberry 1 Suspendad
1 Selected 1-6 of &
[ (%) Manage Seats = | ..ﬂ Delete Users | ._J-L Group Users =) b Export to Excel
_, ﬁ:ulu.pll..ls.u-s ’ -
Resaarch
Sales

Test 1

Rarmove Trosm Gigwap
| Add a Group
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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.

Manage Admin Privileges

#  Add and Detete Users

Manage Seats

Manage Organizer Sattings

Add and Delete Groups

Create Repors

© 2014 Citrix Online, LLC. All rights reserved. 11
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Manage Users + User Details
User Details for Max Million

User Information
Hame:; Status:
Bane Million | Edit Enabled
Emsail Addr
mlmaesl  Select Managed Groups :
Prifmary Laj (Q
Engishi] =
——— O Bhudio
Growp:
Sales ¥ Documentation E
Role RTC Team
Yggond T saws Change Seitings

T o Growps: Documentaiion

Apply Canced

& Admankstrator for this Account
' Full access ta all sccount prvileges
® Manager for specified group(s) with limfled prvilegaes

Pﬂ'.""EgE'S-. Add and Deleta Users, Manage 2eals, Manage Orgamzer Se@ngs, Acd and Dalete Groups, Create
Heporns

Groups: Documantation
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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.

Delete User?

if you delete this user, you'll have to add them as a new user if
you want them to host sessions again.

You may also reassign their sessions o a new organizer

Delele User Cancel

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:

e Enabled — Users who have activated their account by creating a password

e 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.

© 2014 Citrix Online, LLC. All rights reserved. 13
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4. Click Save if you made any changes.

IManzge Users + Lsar Details

User Details for Max Million

User Information

Hame: Status:
Mazx Million | Edit Enabled

Email Address:
mil-maxmill @jedix. com
Primary Language:
English (U 3] - English (U5} x|

Group:
Sales -
p A
Role
] @ Organizer for GoTolMeeting Change Settings J

] ﬁ Organizer for GoTolWebinar with GoTolMeeting
_| gB Organizer for GoToTraining with GoToMeeting

| (@0 Organizer for DpenVoice

| administrator for this Account

T Ful aceass 1o all account privileges
@ WManagerfor specified group(s) with limited privileges

Privileges: Add and Deleta Users, Manage Seats, Manage Organizer Settings, Add and Deleta Groups, Creata
Repars

Groups: Documentation
Product Usage

g8 GoToMeeting
Last Meeting: Mo meetings held within the past year
Scheduled Meetings: Thers are no scheduled meetings.

| Save Cancel
)

© 2014 Citrix Online, LLC. All rights reserved.
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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.
Manage Users - Usar Detois

User Details for Carrie Cart

User Information
Hars Sratus:
Carne Cant | Eda Enabled

Email Address:
mk-car .+|,':';' =dx s
Pnmary Language:
Engiish jLIS) - Englich jUS) =

Group:
Sales & Services -

Role

L * Organizer for GoToWebmar with GoTolMeetmg

Marage Users  Reasssgn Mestmgs

Administrator for this Account Reassign Heetings

Product Usage
“ Webinar Sessions Can't be reassigned, but any assigned co-organiter can Star these
SESSIONS.

u GoT uU:—Eling

Last Meating: May 16, 2012
Scheduled “:cn—u:. it o e Ae -

Sep 20, 2012 Mesting ~arras Cant Uon reas sign .
Save Cance

S ance

© 2014 Citrix Online, LLC. All rights reserved. 15


http://admin.citrixonline.com/

Administrator Guide

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.

Create Reports

1. Choose a Report Type

| Activity Repert  « | Shows a summary of each organizers product usage.

2. Select a Date Range

@ Within  Past30Days -
o From [15/06/2013 B To [15/07/2013 | B

3. Select Users or Groups

Filter by: ~ All Users - (Q ml- 1-Gof6
Name - Group Status Product
O Jimmy James - Admin Enabled S
@
B June Jesz 1 Enabled g
¥ nario Manman 1 Enabled e 858 #
@
B Max Million 1 Enabled i ds
@
B May Moore 1 Enzbled g8
O sally Strawbarny 1 Suspended
1 Selected 1-6ot6
4. Create Report
© Excel
I HTRL
Croate |
e ———
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Create areport
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

Eid=- o e — 1 F e
el s
“ Hiomes Inzert Fages Layout Formutas Data [N View & = BP =1
- = . - = -
1 & T Kool W W el o= | 1 e - Genersl - f,j Conditionsl Formatting 5= Insert E
: - | = - kr
d - o — £ - % % _ﬂ Format as Table = 5= Delete - _a H z Iﬁ
Paite | i i - T = = L SertE& Find &
3 r ' {£ 3 o ] ﬁ EEZREFEFE = “ S Cell Septes = ;:_'I?ormul = | &2 Filber= Tehect =
Clipticarid s Fant s Aligrimsirs 5 Hismmbser ] eyl Celly Edilng
al - f= | Activity Report ¥
A | B C o = F ‘:
| 1 |Activity Report GoToMeeting
2 HRepord Date Range: 0811372010 - 08132011
|
4« Summary
5 Organizers Total Meetings  Total Duration {minutes)
[ ] 12 53
T
g Details L
3 First Hame Last Hame Email Address Meetings Duration {minutes)
10 kim chhabria ke-webcamenabledi@eds com 3 xr |
11 kim_fr chh_fr he-user_frijedo com 1] 2} [
12 kim_fr chhi_fr kc-user_frilljedin com 1] 0 [
13 kimmy chhabria kr-demeoreporti@jedn: com 7 M4 |
14 kimmy chhabria ke-demoreporiuser] @jedic com F 2
15 |Kimey_sosdema Chinabinia_saadema ke-soademailjedix com o 1}
16 r a kc-demoreportuser2 @jedic com ] 1]
1T Soa Usar he-soaussr2demodiedi com ] Q
18 12 53
12 i
H oAk | Shestd 53 M4 — ] 0
Reatty || 4003 (=—1)- {F]..;

e User Status Report — Shows the current role(s) of each user on your account
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% Home | nset  Fageiayout Fu}vnf Dotz Aoiew  View - ' — aﬂ:ﬁ’ﬁ
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Arigl Usiende MS = 15 = o 2 Genenl .
Pm‘II ki Y i = : [x ﬁw F:‘; 3 s e g rﬂSa
f _lf - - S-A- EERFE G- 1-%+ WA };:n-ﬂ::lng q-?:l;u Styimy - | [EIFomat - g rnr-f.:-l:m-
ChpBead T Faam n ! ([T I T Cli Eddrg
Al - -' ﬁf| u::rsumﬂ_lpqr_t E
2 & B , g , o E F_ ] G =
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]
s Details =
10 First Name Lasst N Email Address GaToMesting Organize Active Since  Administrator |
11 kim chivatvia kc-wabcamsnatiaciedo com Mw ~Hot coflactad— o |
A2 kim_fr chi_fr bez-user_fndijedic com 02011 Ho |
13 kim_f chh_fr keuser!1_fi@jeds com .nm- 0aM120i Ha [
14 Kimnemy Chhabria k1001 T @edix com Inacime Ho |
15 kimmy chiateia h-demarsporigipde com At Mot collected—  Yes
1E kimery chhatia kc-demorsportuser | @jedic com Actie ~Hot collactad- Mo
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e OpenVoice Integrated Usage Report — Shows details about OpenVoice Integrated usage
o o o o e
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3 Toud-Trivis (0gmanVizien inligralnd) Usign Rapar LT
:‘Jr‘m'mhnwmnrnu e
Buymmarny
Tode Eaveors Tkl Doy Tods i Uirm sy ookt Tol-brss (0w imsapriecs Liss sew
M o 1 L] E- -
1 Drsais
'I‘ o Duw Tavca S Tins Pi'“ll Prscipand Joir D P wriccand Jon Tira ol Ty mmhhmmwnmmhmmummﬂ-u— Praciect
A T 1T') 13m0 AR [TEr—, ey - ooma 1900 e v ket fomm e Elal b
_IJIJ?JIIM ol O 54 500 A PO s Soonk - To-re - nm : 1‘.‘“_."'.' i-:_ m Wﬂll- |
GoToMeeting Reports
e Meeting History Report — Shows details about each organizer's meetings and attendees
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e Scheduled Meetings Report — Shows the scheduled meetings for organizers on your account
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e Attendee Report — Shows details about the attendees of your organizers’ meetings
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GoToWebinar Reports

e\Webinar Registrant Report — Shows details about the registrants and attendees of your
organizers' webinars

i B B TR Websarfiegstrantfeport_Mar-06-2013xde - Microsodt Escel = = I
" Hoims Tnserd Page Layous Formutas Data Revirsy Wiew add-Ins &ombat & ﬂ- = g B
. | o General - )i Conddioned Formatting = 3=buert - E -
-:- b 8 A T e - % gFa!mllasTahlr" ’ .3""-".-elrt:' - Z'? lﬁ
PREEE MEE S ML AR AL M -t "
Ciptsard  1a Fant z Akanment | Humber B Styles Cielis Editing
GO - (= & =]
|l A ) B £ D E =
2 PRepart Date Range: Feb 04, 2013 - Mar D8, 2013 E
3
¢« Summary [
5 Total Organizers Total Weblnars Total Registrants Total Altendees Min. Attendees My
P 3 5 45 # 1|
?' ™
a Details [
9 Webinar Date & Time ‘Wehinar Title Webinar 1D WHEIMRWL&:INMH&_&
Ll 472013 Effective Webinaa 118-123-1234 Johany lans .lansq:
1 152013 webinar 1 222-234-234 cam crane crand
1z H192013 webianr 2 123-345-234 Leila Lin H@j
11 472013 Webinar 3 567-445-343 Kimmy K kil
14 452013 Webinars 101 S80-454-442 Meg Moon L
15 -
W ATH W Sheetn B3 1 5 | vl
] |GEm e o ) Y b
e\Webinar Recording Registration Report — Shows details about the registrants for your
organizers’ recordings.
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4 | Summary |
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Al 3 a 10
? 14
8
s Registrants
10 Recording Name Registrant First Mam Registrant Last Name Registrant Email Addre: |
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e Scheduled Training Sessions Report — Shows the scheduled training sessions for organizers

on your account
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e Training History and Attendee Report — Shows details about each organizer's training sessions

and their attendees

e Frentreer | BL Ut B | @A XN GEE WM acenta -0l =W |5 SE
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e Billing History Report — Shows details about OpenVoice usage by call type

(D9 Microsaft Excel [
n Home imyert Page Layout Formautas Data vt Add-dne Arrobat o ﬂ
Al - S« OpenVoice Billing Hl’Slﬂl‘f Report w
i;’! Dptn'ﬂ'n-ceﬂrﬂn-gHmwﬂtp-urt Apr-18- Hil.ds: [Prmn-ad'nnv'l
| B c D E F
1 |OpenVoice Billing History Repott
2 Report Dale Range: Apr 18, 2012 - Apr 18, 2013
3
a Summary
5 Total Minules To Date Cost To Date
8 1| 5247
7
& Details
& Country Call Type Rate in US[ Minutes Cost in USD
10 Singapore Toll-free 0.27 1 0.27
11 United States Long distance 0.08  ©64 51.84
12 United States Toll-fres 0.08 B 0.36
Reagy | | 200% (- L O

e

e Rates and Phone Numbers Report — Shows billing rates and phone numbers by call type

Lx_| Ho-w™ Microsoft Excel = | E el |
Home Imzert Paqe Lﬂ}'ﬂut Formulas Data Beview Wiew Add-Ing Acrobat = a
Al b .fr OpenVoice Rates and Phone Numbers Report et
= ﬂpm‘fmcmﬂtuﬂnﬂﬂumb:ﬁﬁcpuﬂ_ﬁpr-lﬁ -2 35 [Protected View]
! A . B L€ | D
1 |OpenVoice Rates and Phurb Numbers Report
2
3 Country Call Type  Rate in USI Phone Number
4 Argentina Toll-free 057 0800 444 4193
5 Australia Long distance 0.12 +61 11872 4148
6 Australia Toll-free 0.14 1 800 454 193
7 Austria Long distance 0.12 +43 (0) 2 2879 4146
2 Austria Toll-free 0.54 0 800 804193
9 Bahrain Toll-free 0.37 800 84 193
10 Belarus Toll-free 1.03 - N
Ready | [E R e — o

.

e Usage Report — Shows details about OpenVoice usage in your organizers' conferences
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)

i1 B O Micnonch Excal
Herma Inesit P Liapoudt Fermulis Dala Erntiw Wiew Add-ini Adraal Lo ﬂ

Al -0 | Openvoice Usige Repart 7]

............ wt_ﬂr 1&3]:.1.:#[ e —]

i A B E o

1 |OpenVoice Usnga Report

2 [Feport Dale Range: Apr B, 2012 - Apr 18, 2013

3

4 Summary

5 Total Conferences Total Attenwiees (includes organizen: Total Organizers

& 3 10 1

7

& Details

5 Conference Diale Conference Reference I Caller 1D Call Type
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e Conference Room Reports — Shows details about OpenVoice conference rooms and

organizers.
Bdn-reie ST = TIPS i—"— - = =
e T I T =goE
] EE £ St bam ey =1l
i 3 T ] = £ 0 -__|
[ Eonlreres oo Basat i
|| A AT A
1
::. e P
HE]
||v Summary
T Tasl Acive Ergantnen.
la [
%
| 3 Oimimitn
_:|| Torleymcr Arare Rerbor Fae Rlere L Hare Lrea Adchews e
I3 etk e i P
JIE AMOTENE wirrHras [E———— e —
e 15 AN ey - e
I L irHaned T
iu- MLV A & AR o
JIELS SR & & x-sghigliedn ooy
" AT pley e T e v |
!n- G Al Tatt SN T i o |
HESS TREM dams Don dnparyifectncon |
n MTRLTAT Srwrwy e o e e
|ES AN Ja [reeee) A T i S Kl
HET IR Jobny i |1t o
i I =00 o, An q
HES e i K = - i
HES P o i R oo ]
| IR K 2 =T s ru"'-llll:D'SIWuF i
| AT KD (SN i R i
I!?_“ T =k} T |:.mm-|-|lnsm;n-r q i
:i-.q 1 T N TET a—
© 2014 Citrix Online, LLC. All rights reserved. 23



Administrator Guide

4. Choose a date range either within the past year or between specific “From” and “To” dates.

Create Reports

1. Choose a Report Type

Activity Report = = | Shows a summary of each organizers product usage

2. Select a Date Range

@ Within « Past 30 Days

Past 60 Days
FPast 30 Days

[

From |C W16/2012

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

e All users, individual users or multiple users

¢ All administrators, individual administrators or multiple administrators
¢ All managers, individual managers or multiple managers

e Ungrouped users

e Groups

¢ Seats (i.e., GoToMeeting, GoToWebinar, GoToTraining, OpenVoice)

3. Select Users or Groups
Fitterby: | Show on this page ' 1-40f4
(Q
Hame Status Product
All Users
& Jir All Administrators Enabled g *
All Managers
& M Un-grouped Users Enabled g8
;i By Seat
7 M ’
(CIR" GoTaMeeting Enabled g8 4k
GoToWebinar 100
¥ s ) i
¥ s GoToWebinar 500 Trial Invited | Reimite B
L P, G, g L T,
4 Selected | Deselect All Users 14 of4
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.

Account Name

Odd Eait

Default Product Settings

&8 GoToMesting Edit
B GoToWebinar

&8 GoToTraining

40 OpenVoice

GoToMeeting

Logo Upload
Choose a _gif or _jpg file up to 400 x 200 pixels and 100KB in size

Attendees will see this logo when screen sharing is stoppad

Co.organizers Edit

Co-organizers are enabled. Organizers can select other co-organizers
within the account to start and share meetings.

Unidentified Callers Edit

Unidentified Caller Display is enabled. Organizers will be able view
unidentified caller’s information.

GoToTraining

Branding Edit

Logos and custom colors will appear on catalogs, matenals, and
ragistration pages.

Payment Edit

Manage payment seftings for training sessions

Content Sharing Edit

Content Sharing is disabled. Organizers won't share storage space
and thay can't select other co-organizers within the account to
manage training sessions

Custom Field &b Add a Custom Field

7

35

39
43
33

28
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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.

GoToMeeting

Lugu Upkoad
Choose a g or jog fle up Lo 400 x 200 pisesls and 100KB in gize

Alterdees will 22 this logo when screen shanng is stopped

Co-organizers Edt

Coeorgarezers are enabled. Organizers can select olher co-organizers
wilhin the accounl 1o stat and share mestings

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.

GoToTraining

Branding Euit

Logos and custom colors wil appear on catalegs, matenals, and
regEiration pages

Payment Edit

Manage payment s=ttings for frainng seas0ns.

Content Sharing Euit

Coritent Sharing is disabled. Organizers won't share storags spate
and they canl gelect other co-organizens within the accownt to
manage frainmg ses50ns.
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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.

Custom Field

Custom Field Name:

Save Cancel

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).
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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)
e Disabled - organizer cannot use this feature

GoToMeeting GoToWebinar GoToTraining OpenVoice Settings
Settings Settings Settings
VolP VolP VolP Long distance
Long distance Long distance Long distance Toll-free
Provide own audio Provide own audio Provide own audio Enter muted
Display attendee list Chatand 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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Manage Settings

GoToMeeting GoToWebinar GoToTraining OpenVoice

1. Select Users or Groups

Filter by: | AN Admini.. = Q, jim ] Show Featur... -
Spdect 4 ems
e o Long Provides * VO
distance audio ¥ Long distance

® Jim Jones - Admin o o Blseon ot
1 Selected

2. Change Settings
Audio Details Recent Changes

Vol - reguires mcrophone and speaiers

Long distance numbers Countries

Provide ther own conference call service in meetin gs

Let participants share webcams during
Featuras meetings

On - organizer can change this feature

Changes
Record Meetings i Updated for 1 user.
&  Dizabled - Organizer cannot use this festurs

Grant keyboard and
Save

Display the Altendee LIS

Let perticipants chat during mesetings

Lel participanis share webcams during mestings

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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0Odd: User Settings

GoToMeeting GoToWebinar GoToTraining OpenVoice

1. Select Users or Groups

Filter by: N' Users - (Q Search for a name, email or confarem | Show Fealures |
Name Vol Long Toll-free Provide own
distance audio
& Alext - Admin Ll Ll v
& Alex2 Tast - Admin v w o
& Aman Singh L o '
| v
Include Toll-free Numbers for
& (ﬂ.Eesrch for a country v
7 L] AnCountries v
2
= 71 Argentina |:| A,
" £ Australia -
] £l Austria v
=] [F] Bahrain v
sg2d [ Belanus 110015827 |+ »
[l Belgium
2.Ch 7l meaws i
Avallable countries: None Selectad
Recent Chan
Default countries: Hong Selectad gas
yoip] Prefermed number: Mona Selectad
Save | Cancel
Lood ————
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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.

Administrator Guide

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.

Test Account: Admin Settings

Account Name

Test Account Edit

Default Product Settings

@ GoToMeeting Edit
8 GoToWebinar

8 GoTuTrzining

0] Open\oice

GoToMeeting

Logo Remove

CITRIX | online

Attendees will see this loge when screen sharing is stopped.

Co-organizers Edit

Co-organizers are enabled. Organizers can select other co-organizers
within the account to start and share meetings

GoToTraining

Branding Edit

Logos and custom colors will appear on catalogs, matenals, and
registration pages.

Payment Edit

Manage payment settings for training sessions.

Content Sharing Edit

Content Shanng is disabled. Organizers won't share storage space
and they can't select other co-organizers: within the account to
manage training sessions.
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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)

e Disabled - organizer cannot use this feature

GoToMeeting

Settings
VolIP - requires
microphone and
speakers
Long distance
Preferred number
numbers

Provide their own
conference call service
in meetings

Recording meetings

Grant keyboard and
mouse control to
attendees

Display the attendee list
during meetings

Let participants chat
during meetings

Let participants share
webcams during
meetings

GoToWebinar

Settings
VolIP - requires
microphone and
speakers
Long distance numbers
Provide their own
conference call service
in webinars
Allow chatand Q & Ain
webinars

Let webinar staff
members share
webcams with 100
participants during
webinars

GoToTraining
Settings
VolIP - requires
microphone and
speakers

OpenVoice Settings

Long distance numbers

Long distance numbers Toll-free numbers

Provide their own
conference call service
in trainings

Let webinar staff
members share
webcams with 100
participants during
webinars

Participants enter
conference muted

Conference can continue
after organizer leaves

Record conference

Security code for each
conference

Client charge code

Manage participants who
call in early
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.
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Admin Settings + Default Product Settings
Default Product Settings
GoToMeeting GoToWebinar GoToTraining OpenVoice
Audio Status Datails
ValP - requires microphone and speakers On
Leng distance numbers in France, Spain
Preferred number MNone Selected
Prowide thew own confarence call service in meetings Off
Features Status
Record Mastings Dizablad
Grant keyboard and mouse controd to attendees n
Display the Attendee List during meatings Let participants share webcams during
meetings
Lgt Ea.n:ipgms chat |_'||I|r||-|g ”EE["‘QS On - organizer can change this feature
a 3
Lt participants share webcams during mestit Disabbed - organi2aer cannot use this Teatura
Save Cance

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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User Settings

GoToMeeting GoToWebinar GoToTraining OpenVoice

1. Select Users or Groups

Administrator Guide

Filter by: | All Uisers » | (' andrew Show Features | =

Harms VolP Long Toll frae Provide own

distance audio

¥ Andrew Hams g '

1 Salected 1-10l1
2. Change Sattings

Audio Details Recent Changes

ViolP - requires microphone and speakers

Lang MELIACE Rumbeds Couniias

Toll-ras NuMmDers Countas & Updated for 1 usar

Provige their cwn conference call s

Features

Record Mesings

Gaanf & eyboard and mouse conbnod

Ddsplay the Alandae Lisl duning m

L&t paiGpants ohal during mastings

L&t participants share wabiams dunng mastngs

Toll-free numbers

" On - organizer can changa this feature

OfT - organizer can change this Teatura

) Dhsabled - organizer cannol use this feature

Save Cancel
i

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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Include Toll-free Numbers for

(q Search for a country

Country

-

Salected countries: Canada, France, Hong Kong, Uniled Kingdom
Preferred numbern France

Save Cancal

For GoToMeeting toll-free numbers, you can also select the Star icon  nexttoa 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 = nextto 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.

Admin Settings + Default Product Settings

Default Product Settings

GoToMeeting GoToWebinar GoToTraining QOpenVoice

Audio Status Details

WVolP - requires microphone and speakers On

Lomg distance numbers Cn United States

Toll-free numbers on Canada and 3 other
countries

Preferred numbser Mew Zealand

Provide their own conference call senace in meetings iff
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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.

pRoge Usrs Even: Manage Users
Add Users
et Fiterby: | AN lsors - (3 oeinz = 3
Managa Groups —
Creatn Reports
s Hame - Group Stmtus Product
Admin Seltings
1 Kiml.3Chi 3 simoksiest-1368661F7G Imited | Rissrrate ﬁ * LK
Organizer Seats | Riya Achzani - Managar smikptess-1 300601420 Imvitad | Reireita [17]
¥ L L
GoTalpetng 28
130t (00 in use O S04 User - Admin 1 Enabled g2 e
GoTeAvetiaar 1008
% of 56000 in use Tl 504 Usar - Adman 1 Enabled g2 #e
GoTaTraineg:
TR T — S04 Lser - Admin 1 Enablad g8 W 0
Open'/oic )
m'z_ £l 508 User - Admin 1 Enabled g8k
Rapd more seats? i
P E1 S04 User - Admin 1 Enabled =R
S04 Lser - Admin 1 Enabled ﬂ * 140
S0# User - Admin 1 Enabied @ k0
1 S04 User - Adman 1 Enabled §5 dk W
Home Selecind 1=10of 112 o Lk
] ) i Al Group L apeen] 1
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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.

Manage Usars

Even: User Details for Kim1.3 Chh1.3

Add Usors
User Settings
i User Information
Create Heports
Adimin Settings Hame: Statis:
Kim1.3 Cnh1.3 | Edit Insited an Dec 9, 2013 | Rerwits

Email Address:
Organizer Seats i

GaTolleeing 23
A3 of 5000 in use

Primary Lasguags:
English (U5 - English (5] -

(raTovi a1 003

36 ol E0000 in uia Grouge

ittt il Ha Group =
CaToTrasming: O L T
| 5754 of SDMOD in use

Al Raole
Cpan\ioice:

&R Change Settings

Hesed more sasia? S e s
Coalnct 13 L # rgamizer for GoTowvebinar 1000 with GoToMeating

= * DOrgamicer for GoTolraining with GoTollesling

¥ [ Qrgastzar for Opanolca

[T Administravor for this Account
Product Usage

ILlI Openiinice

Cordarence Room Mumber B49-801E215 | Resend Welcome Emal
Oirganizar PIN: 587742

Sava Cancel

Abaut U | Terms of Servics | Privacy Polcy dm;l"
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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.

Product Usage

@ GoToMeeting
Last Meeting: &pr 23, 2013

Scheduled Meetings: &
Reassign Meetings
[{y OpenVoice
Conference Room Mumber; 472-771-446 | Resend Welcome Email
Organizer PIM: 6591155

Save Cancel

-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.

|Conference Room Report

February 28, 2014 01:36 AM SGT

Openifolce and OpenVolce Integrated audo service is providad by Chrlx Online Audio, LLC,

Summary

Tatal Active Organizers

5705

Details

Conference Room Number | Organizer Pin |First Name Last Name
4603559457 4105154 SirsiName# SlasiNames
430775710 BO25182 #rsiiames #lasiNames
593298560 1185052 #irsiName# HlasiNamed
679338032 1234 Hirsthames #lasiMames
430067134 B5B553T Tramaz cooc
05370601 3R47788 Alax best
156521013 B757232 Plex2 Test
445962017 5565555555555 big admin
133887922 5341823 e ee
699124608 2945301 ellict barlas
113660202 3673551 elliot test
WANITENT ABETEAD fno flaep
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