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Get Started with Your Account
Log In

Log in to your account

After you've created your GoToWebinar account, use the email address and password you signed up with
to log in to access all of GoToWebinar easy-to-use features!

Schedule and host webinars
Upload webinar recordings
View webinar history

Create reports
Set default audio options

Secure Login

Email Address

Password

Forgot your password?

1. Go to the Forgot Your Password? page.

2. Enter the email address you use to log in to your account.
3. Click Continue to reset your password.

4. Once you receive the Forgot Your Password email, click the link to create a new password. Then
log in using your newly created password.

Forgot Your Password?

Enter Your Emall Address

© 2014 Citrix Online, LLC. All rights reserved. 1
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Don't have an account?

Try GoToWebinar free for 30 days! Included in your 30-day free trial:

Unlimited online sessions

Up to 1000 attendees per session

Audio via telephone and/or mic and speakers
Free product training and 24/7 support

Download GoToWebinar

To start a session, the GoToWebinar desktop application must first be installed onto your computer.
When you start or join a session, GoToWebinar automatically begins downloading.

Download the GoToWebinar software

e Start GoToWebinar
e Join Webinar

Download the GoToMeeting mobile apps

e Download the GoToMeeting App for Android
e Download the GoToMeeting App for iOS

Having trouble downloading GoToWebinar?

Learn more about downloading the installer for the first time on Windows and Mac.

Can't join a session?

If you're running into problems joining a session, see Join Help.

© 2014 Citrix Online, LLC. All rights reserved. 2
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Automatic Upgrades (Windows only)

You can easily install the latest version of GoToWebinar whenever an update is available using the
automatic updates feature. You won't be prompted to install the latest version — you’ll simply get
upgraded seamlessly when you're not in session. By default on Windows, the automatic updates feature
is enabled if you're logged in to the application and have the “Remember me on this computer” option

selected.
Enable or disable automatic updates

Note: If you prefer to be prompted every 24 hours the next time an update is available, you may turn
off automatic updates, but you’ll be required to go through the download process.

1. Right-click the GoToMeeting daisy icon @ in your system tray and select Preferences.

2. The default setting is to automatically install updates. If you wish to disable automatic updates,
uncheck the "Automatically install updates" check box.

You can click learn about our latest updates to see what’s new in the latest version.

@ Preferences - GoToMeeting 37
Category Start Up
StartUp |
General Start
Meetings
Webinars @ Automatically after I login to Windows
Trainings
Recording () Manually
Integrations
Connection .
Audia Legin
Webcar [ Remember me on this computer

Show me desktop notifications
Remind me of upcoming Meetings

Periodically synchronize reminders with My Meaetings.

Automatic Updates

[+#] Automatically instal updates (recommended)

Visit our website to learn about our latest updates

0K Cancel
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Please check to see that you meet the minimum system requirements and that you have the equipment

you need before downloading the latest version of GoToWebinar.

What are the system requirements for running GoToWebinar?

Windows

Operating system Windows 8
Windows 7
Windows Vista
Windows XP

Windows 2003 Server

Processor 2.4GHz or more

RAM 2GB or more

Internet DSL or better

Bandwidth 700Kbps or more for simultaneous screen sharing, video and
audio conferencing

Browser Internet Explorer® 7.0 or newer

Mozilla® Firefox® 4.0 or newer

Google Chrome™ 5.0 or newer

Additional software

JavaScript™

Mac

Operating system

Mac OS® X 10.6 (Snow Leopard®)

Mac OS® X 10.7 (Lion®)

Mac OS® X 10.8 (Mountain Lion®)

Processor 2.4GHz Intel processor (Core 2 Duo)

RAM 1GB

Internet DSL or better

Bandwidth 700Kbps or more for simultaneous screen sharing, video and
audio conferencing

Browser Safari® 3.0 or newer

Mozilla® Firefox® 4.0 or newer

Google Chrome™ 5.0 or newer

Additional software

JavaScript™

© 2014 Citrix Online, LLC. All rights reserved. 4
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i0S

Operating system

iOS 6 or newer

Device

iPad® 1 or newer

iPhone® 3GS or newer

iPod® Touch (3rd generation) or newer

Internet

WiFi recommended for VolP

Additional software

Free GoToMeeting App from the App Store

Android

Operating system Android 2.2 or higher

Processor 1Ghz CPU or higher recommended
Internet WiFi recommended for VoIP

Additional software

Free GoToMeeting App from the Google Play Store

What equipment do | need to use GoToWebinar?

All you need to start using GoToWebinar are the following:

Windows or Mac computer

Internet connection (broadband is best)
Microphone and speakers (built-in or USB headset)
Webcam to use HDFaces video conferencing

Most computers have built-in microphones and speakers, but you will get much better audio quality if you
use a headset or handset. You can also make calls on your landline or mobile device.

© 2014 Citrix Online, LLC. All rights reserved. 5
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Forgot Your Password

If you can't remember your password, you can reset it with a few easy steps!

Forgot your password?

1. Go to the Forgot Your Password? page.

2. Enter the email address you use to log in to your account.
3. Click Continue to reset your password.

4. Once you receive the Forgot Your Password email, click the link to create a new password. Then
log in using your newly created password.

Forgot Your Password?

Enter Your Emall Addrass

If you're still having trouble accessing your account, contact Global Customer Support.

Can’t Access Your Account

If you're trying to log in but can't access your account, your subscription may have expired. You'll need to
first update your billing information to continue using GoToWebinar.

Update your account
1. Log in to your GoToWebinar account.

2. You should be taken directly to the My Account page. In the Plan Details, click Subscribe Now to
sign up for a paid subscription plan.

3. Choose the plan that best fits your needs, and click Review Your Plan.

4. On the Confirm Your Plan page, click Purchase Now. To ensure uninterrupted service, you will be
billed automatically on the billing date. You can click Turn Off Renewal on the My Account page at
any time to turn off automatic renewal.

5. Once you confirm your plan, you'll be able to use GoToWebinar without any disruptions.

© 2014 Citrix Online, LLC. All rights reserved. 6
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Change Your Email Address and Password

You can change the email address and password you use to log in to your account.

Change your login info
1. Log in to your GoToWebinar account.
2. Select My Account in the top navigation.
3. On the My Account page, click Edit next to Login Info.
4. On the Change Login Information page, you can change your email address and/or password.

¢ To change your email address, edit your email address in the Email Address field.
¢ To change your password, enter your new password twice — it must contain 8 - 32
alphanumeric characters.

5. Then enter your current password. If you forgot your password, click Forgot password? Enter your
email address and reset your password by opening the link you receive in the Forgot Password email.

6. When you're done, click Save Changes. You'll see a confirmation message saying that your login
information has been updated.

i . " i ™ oy e om -
Iy Account » Change Login Infa

Change Login Information

Step 1: Change Email Address or Password

Email Addrass ¥ou will use this to logir

) youf accownl

Change Your Password Fassword must contain
« B.32 characters

+ Letters and numbers

Ra-Type Your Passward

Step 2: Enter Your Current Password

Current Passward

Save Changes “ancel
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Edit Your Personal Info

You can edit your personal info, such as your first and last name, primary language, time zone and
daytime phone number.

Edit your personal info
1. Log in to your GoToWebinar account.
2. Select My Account in the top navigation.
3. On the My Account page, click Edit next to Personal Info.

4. On the Change Personal Information page, you can edit your first or last name, primary language,
time zone and daytime phone number (optional). You can also add your Twitter username to post
guestions about GoToWebinar and receive support.

5. When you’re done, click Save Changes. You'll see a confirmation message saying that your
personal information has been updated.

Account o Change Personal Into

Change Personal Information

Your Namin

Frasd Fish

Primary Language
English |~

Time Tome

GMT-08:00) Paclic Tima (LS and Canada), Tijuana =

Daytime Phone |opticnal)

For Suppart via Twiller Whiy wa ask

Twitbar Usernama (optonal)

Email mie usage ips. oMers and quatary nawslethers frar
¥| GoToTrammg ¥| GoToWebinar

GaTolMaefing

Save Changes Cancs
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Update Your Billing Info

You can change or update your billing info at any time. If you have a corporate account, follow steps 1 - 2
below, and then click Contact Us in the Account Details section for Corporate Billing support.

Change your billing info
1. Log in to your GoToWebinar account.
2. Select My Account in the top navigation.
3. On the My Account page, click Edit next to Billing Info.
4. On the Change Billing Information page, you can change your credit card information.

5. When you're done, click Save Changes. You'll see a confirmation message saying that your billing
information has been updated.

W i« Ed B f
¥ Billing inko

Enter Your Billing Information

Maddie Blay

BOS5555555 Unded Staies L

Addres s

12 Sanmta Barbara 51

T owrref it SafaPy

Santa Barbarn Cakformia -

Fip/Fosisl Code

am

rech Card Numbar

KOO0 111 visa

cipires argd Secure nde
EEEETTET

i [ Jamuwary) - 4 - e [N
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Set Your Default Language

You can set your default language for how you view the GoToWebinar website from the My Account
page. After you've chosen your preferred primary language, you can view the GoToWebinar website in
that language. You can also choose your preferred language while you're in-session — whatever language
your operating system is set to is the default language for your in-session experience, but you can
change that at any time from your Windows computer.

Set your account's default language
1. Log in to your GoToWebinar account.
2. Select My Account in the top navigation.
3. On the My Account page, click Edit next to Personal Info.

4. On the Change Personal Information page, you can choose your primary language so that the
GoToWebinar website appears in your preferred language.

5. When you're done, click Save Changes. You'll see a confirmation message saying that your
personal information has been updated.

Change Personal Information

Account s Change Personal Info

Your Name

sandy simpson
Primany Languaga
English [
Tima Zone
(GMT-08:00) Pacific Time (US and Canada); Tyjuana [

For Support via Twitter: Why we ask

Twittar Username (optiona

Save Changes = Cancel

Choose your language in-session (Windows only)
9

2. Select your preferred language. You can switch languages at any time by selecting another

@~

1. During a session, select the Globe icon at the top of your Control Panel.

language from the Globe icon

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


https://global.gotowebinar.com/

GoToWebinar User Guide

Preferences for Windows Users

The GoToMeeting Preferences feature allows you to set preferences for running GoToMeeting, choose
which GoToMeeting integrations are displayed and test the GoToMeeting connection.

Windows users can access GoToMeeting Preferences by right-clicking the daisy icon in the system tray,
or if in a meeting, from the File menu.

Mac users can access their GoToMeeting Preferences by double-clicking the GoToMeeting Suite icon on
their desktop and selecting Preferences from the GoToMeeting menu in the menu bar. Please see
Preferences - Mac Users for more information.

Start Up Preferences

The Start Up category lets you determine 88 Preferences - GoToMeeting =
how you start GoToMeeting. Categary Start Up

Start

e Automatically after I log in to
Windows - This option starts
GoToMeeting automatically after you
log in to your PC.

e Manually - This option sets
GoToMeeting to start only when you
launch the application from your
Programs menu.

e Remember me on this computer -
This checkbox enables automatic
login to GoToMeeting.

¢ Show me desktop notifications -
Desktop Notifications is a free

@ Automatically after Thag in to Windiows

Marually

Lo
| Remamber me on this computer

Automatic Updates
@ Automalicaly install updates (recommended)

GoToMeeting feature designed to sk me to nstal updates
deliver simple and effortless access to Visit our website ta learn sbaut aur latest updates

complimentary Citrix Online software
upgrades, information, news and
discounts individual users may be Loox | [ cance ]
eligible for.

e Remind me of upcoming meetings - This check box becomes available if you select Remember
me on this computer and provides reminders for your scheduled meetings.

e Automatic Updates - Upgrade seamlessly to the newest version of GoToMeeting without being
prompted.

© 2014 Citrix Online, LLC. All rights reserved. 11
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The General category lets you set your £ Preferences - GoToMeeting E58)
general GoToMeeting preferences. General
e File save settings - Enables you to e,
save the Chat Log to any drive or Wiomtoe
directory. .
e Security - Set the inactivity timeout —— oo
to automatically stop screen sharing E—
if there is no keyboard input or Secuity
mouse movement for the specified [ Stop scresn sharing after (30 mingtss 7| if no mause mavement.
period of time. : :
e Session Identity - Remember your Session Identity
name and email as dlsplayed in the || Remembear my name and email as it would appear in the attendes kst
attendee list. Marme
Emai
Lo | [ coms
Meetings Preferences
The Meetings category lets you determine = . "
which GoToMeeting options are available to Ll =
attendees during a meeting. You can also R
select which messages are viewable during Show attendess
a meetlng ‘When I hast & mesting, start out alowing attendess to
o] Wiew the Attendes List
e Enable or disable the ability for i‘E*i‘:‘h e _
attendees to chat and view the e
Attendee List.
e Create a Chat Welcome Message
that is sent to each attendee upon Shw me
joining the meeting. (7] Chat bubbles
e Enable or disable various system ¥l urival and departure messages
messages that appear to you when j::;:;f;:”f:’ﬁ I
specific meeting actions occur. 7] Organizer promotion messages
e Select the desired color for your ] Usage tos
GoToMeeting Viewer and Control
Panel. Ty inberface color
Select Colar: -
Note: If you disable the Chat Bubbles
option, a new message icon will still appear
on the Grab Tab to notify you of new chat o [ canc
messages as they are received.
© 2014 Citrix Online, LLC. All rights reserved. 12



Recording Preferences

The Recording category lets you
set your audio and video recording
preferences. See Record a Meeting
for more information.

e Audio - Allows you to enable
or disable recording the
audio portion of your
meeting. To record, choose
which audio service you
have scheduled to use for
your meeting (see the
following table).

e Video - Allows you to select
the meeting recording output
format and destination for
saving the file.

Note: Be sure to check your audio
device settings under Audio in the
left menu.

Note: Mac users can only view
meetings recorded in the Windows
Media Player format.

e Save in - Select the folder in

GoToWebinar User Guide

Categary
StartUp
General

Mestings
\ie=binars

Train: @5
Integrations
Conrection

Audi
\irehcam

@ Preferences - GaTolesting
Rezcording

Audio
D'k record audia

@ Lise GoToMestng ntegrated audio

Records everyone wha speaks (via microphane or telephane),

Lz your oan audio service

Requires a physical input device, & microphone will récord jusk your
vouce, A phone patch device will record everyone who speaks,

Recardings
& Record in GoTolMesting format

Mg processing tme, but some users may need to nstall a codec
before viewing in Windews Media Playes, Not Mas compatible,

Corvert bo Windoves Madie Player file

Regqures addtonal processing time after recording, but aliews anyone

Lo view using Windoes Media Player,

Save ini

Meed zidis hap?

Learm mars

|Brm|=|

O,

| | cancel

which you want to save your recording.

Using GoToMeeting
Integrated Audio

Using Your Own Audio Service

Records all unmuted
speakers in the meeting.

To record all unmuted speakers, you will need a phone
patch connected to both your phone and the mic in port of
your computer.

To record just your voice, you will need a microphone

connected to your computer.

If you want to use VolP with your own audio service,
please contact your Account Manager (GoToMeeting

corporate plans) or Global Customer Support
(GoToMeeting plans).

Your Windowsmust have a sound card installed in order to record audio. For
example, if you can hear music through your Windows, you have a sound card.

Mac users are not able to record a meeting. If you want your meeting recorded, promote a Windows
attendee to organizer in-session. A Windows-based organizer will have the recording feature.

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

The Integrations category lets you determine
where to display GoToMeeting integrations.
Options include:

e Use GoToMeeting with - Select your
GoToMeeting email and calendar
integration. By selecting My default email
application you can integrate with MAPI-
compliant email/calendar programs other
than Microsoft Outlook and Lotus Notes.
Depending on your email application's
capabilities, integration with MAPI-
enabled programs allows for features
such as automatically adding meetings to
a calendar and automatic creation of
email messages with meeting
information.

e Show GoToMeeting Toolbar in
Microsoft Office - Display the
GoToMeeting Toolbar in Microsoft Word,
Excel and PowerPoint.

GoToWebinar User Guide

@' Preferences - GaTohesting |'E? |

Integrations

GaToMeeting imtegratiors
7] Use GaToMeeting with
G Microsoft® Outlock®

# Lans Mates®

ot detected]

168
ey default email application

" | Show GoToMestng Todbar n Micrasoft® Office

Note: Changes will only be displayed after restarting Outlook, Lotus Notes and/or the instant-messaging

application.

@Pr:Fer:nces - GaToleeting | E2 |
Connection Preferences Comecin
The Connection category allows you to test the T:_s:-mlx s.,m.,-m;mm—
status of your GoToMeeting connection. i C':”'TJL
Note: To ensure a valid connection test, we —
advise that you refrain from testing your
connection unless a GoToMeeting Global Testresults
Customer Care representative directs you to Connection test: Mot Tested
perform the connection test.

x| [ canes

© 2014 Citrix Online, LLC. All rights reserved. 14
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Audio Preferences

The Audio category lets you set up |8 Freference: - GaTelesting =]
and test your microphone and Cateory Puck
speakers fo_r_re_cordlng and for your sartup | |
meetings utilizing VolP. If changes Generd
. . Mestings '
to your audio settings are made Vymbinars ) Mirophone Seap
during a meeting, your microphone Rerordiong Select a device and speak into the microshane to test:
is temporarily muted so you can Inteqratons Windows Default Device | %@
. . onreEcoon b .
privately manage your settings. See e mter il b e e o mierashane i werkd
R g m e ter vl b phare i working,
GoToMeeting Integrated Audio for === e E— srene

more information. o) speakers setp

o Microphone Setup - Select Select a device and dick Play Sound to test:

a microphone from the drop- (Windons Default Devce x|
down menu. To test, speak
into your microphone; if

Chick May Sound and verify you can hear it playing from your speakers,

connected correctly, the Play Sound | U
sound bar will move when
you speak. Advanced

e Speakers Setup - Select ::"‘”’“"’“""’” ""‘:’{""’ ;“’““ =t
| Llse auhomatc wollme angG Niis2 prodessing

yOUr Speakers from the drOp- Usuialy impr oves audio qualily when people are 1alking. Unchedking
down menu. To test, click maiy improve the guabity of music or other audio sources.

Play Sound; if connected

. tieed Additional Help?
correctly, the sound bar will
move and you will hear a x| [ conm

short soundtrack.

e Advanced - GoToMeeting
automatically adjusts system mixer settings. We recommend you keep this checked. If you
uncheck this selection, you must manually configure your audio settings through Windows Sounds
and Audio Devices.

e Use automatic volume and noise processing - This option usually improves audio quality when
people are talking. Unchecking this box may improve quality of music or other audio sources.
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Webcam Preferences

The Webcam category lets you set up and test |8 Freferences - Gatobesing (&
your webcam for HDFaces Video Categary Websam
Conferencing. Options include: ading B¢ Viehcam Setup
Meatings
e Your camera - Shows the make and Tranings
model of your detected webcam. Inemeatins
e Select a display format - Adjusts the e
aspect ratios of webcam feeds. (4:3is —

the normal display and 16:9 is the
widescreen display.

o Advanced - Modifies your hardware
settings from within GoToMeeting.
Customizable options depend on your
webcam manufacturer.

Your cameras

Logitech 5510 HD Webeam Advanced |
Select a display formak:
@ 43 (MNormal) 1 16:% {Widesoresn)
Questions? Wisit the Support Canter
ok | [ canca |
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Preferences for Mac Users

GoToMeeting Preferences allow you to set preferences for running GoToMeeting, choose where you
want to store recordings, select what your attendees can see and set your webcam preferences.

Mac users may access the GoToMeeting preferences by double-clicking the GoToMeeting Suite icon on
their desktop and selecting Preferences from the GoToMeeting menu in the menu bar.

[-NaNs] Preferences - GoToMeeting
I General

@ Recordings Account Information
&8 Meetings [ Remember me on this computer
@{ Webcam
Email Address
Password
Display Name

|| Always show my name and email like this

Name

Email Address

Email Integration

[ﬂUse CoToMeeting with default email application

General Preferences

The General tab allows you store your account information and display name for meetings. If you check
the "Remember me on this computer,” your account information will be saved and you will not need to re-
enter it when you join a meeting. You can also select the "Use GoToMeeting with default email
application" check box to add email integration to your GoToMeeting account.

Recording Preferences

The recordings tab allows you to choose where you would like to store your recordings and how you
would like to be notified to convert your recordings (you must convert recordings before anyone can see
them).

Meeting Preferences

The Meetings tab lets you determine which GoToMeeting options are available to attendees during a
meeting. Options include:

e Enable or disable the ability for attendees to chat and view the Attendee List.
¢ Create a welcome message that is sent to each attendee upon joining the meeting

Webcam Preferences

The Webcam tab allows you to select a camera to use for your wbecam as well as a display format.
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Change Your Plan

You can change your plan at any time. Since your service is pre-paid, changes made to your plan won't
take effect until the end of your subscription period. If you have a corporate plan, you must contact your
Account Manager or Global Customer Support.

Change your subscription plan
1. Log in to your GoToWebinar account.
2. Select My Account in the top navigation.
3. On the My Account page, click Change Plan in the Plan Details section.

4. On the Choose a Plan page, select a plan that best fits your needs. To purchase a multi-seat
account, select the number of organizer seats you need from the drop-down menu.

5. On the Confirm Your Plan page, click Purchase Now. You can click Edit next to Plan Details or
Billing Info to make any changes.

Your plan will renew on your billing start date to ensure uninterrupted service. Your credit card on file
will be automatically charged. Learn about how to turn off automatic renewal.

My Account
Plan Details /
S8 collabaration Portfolio Manthly Plan Changs Pan Tuarm CHT Rl 3
75 Galol rammg anendecs. 500 GoTovstear atieadeas and J$ Hololiseting amantos
Choose a Collaboration Portfolio Plan
Select the number of organizer seats you need: weat =
Login Inta it Personal Infe
Collaboration Monthiy Plan Annual Pian
F’QI’T‘Q|C a @ -] Fay b [Nl pl 202
Golaldeetng
25 mentess
pstnnied 1499.00m 4,788 00
GaloTraining
26 sianiees
Recent Biiling Activity
. Confirm Your Plan
More W

Plan Details

Jelectthe:r

GoTo

Total Monthly Charges $459.00 USD

28 srese
Billing Info

Golo

Hermw ifan
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Cancel Your Account

You can turn off automatic renewal for your plan at any time. Since your service is pre-paid, changes
made to your plan won't take effect until the end of your subscription period. To immediately cancel your
plan, contact Global Customer Support for assistance. If you have a corporate plan, you must contact
your Account Manager or Global Customer Support to cancel your subscription.

Turn off renewal for free trials
1. Log in to your GoToWebinar account.
2. Select My Account in the top navigation.
3. On the My Account page, click Change Plan in the Plan Details section.

4. On the next page, select the "Cancel after my GoToWebinar Free Trial ends" option and click
Continue.

5. On the Cancel after Trial page, click Cancel after Trial. You will see a message saying that your
request has been processed and that after your free trial ends, your service will be canceled and you
won't be charged for a plan. You will also receive a confirmation email.

© 2014 Citrix Online, LLC. All rights reserved. 19


http://support.citrixonline.com/webinar/contact?
http://support.citrixonline.com/webinar/contact?
https://global.gotowebinar.com/

GoToWebinar User Guide

m online CaTebieetng | Aby Aceowr | D47 Supead | Lag Ol

My Account

Plan Detlls

GoTollesting Fres Trial Ching Pah
*‘ el il

1 ganiEer Seal My g i s =

= Aslerolingy subacoribes by Wonthly Pan on De: B 2113
& Wag= 1117w 53 charged BIR 03 UMD, 3 aof nodeded

Legin infa Eidn Parsonal irds Een Bilting Infe s
il e LRl £ HEnNTy BT Vigg— 1111
Fasswan] == Frrman Langage: Englith Expren WH

T Fa Pa L
me Zane Pacifc Hanaa Time Heali

T v Holigtms s
Golgte TA I TT-25)
Lrifaa Sk

Frnins JOS111=1111

My Acsul o Chiangs Pign

What do you want to do?

T Change =y plan of sealy
Heed a !ﬂmﬂfﬂrim’ fEamT
| ® Cancel afer ey GeTobleaing plan seds ]
Camar G Ao cresle Yy BoETe welly mmale than 3§
SIgERiss 3 e

\_ Yaur nformanen it secuns.
— e Rt i My dceoed
e —

e B T ey o 56 thal joer Eayment and

By oo+ Exange Pan

Cancel after Your Trial Ends?

* May we Suggest GoToleeting Eysentials? Gussticns?

v O Bi 3
Hild unlimied Srlne Mectngs i up 1o 5 abenses s it Coslad ik I BUn

$1H.00 LADewn, § vou 05N el IREIEng of 1 e weh 18
amngsar, pamaps GaTolissmng Ersemats is & Dl i

Swfie i Gl oblestng Extantas

Bt yout GoTolesding free irisl ends om Dec 8§, 2001

& ¥ouw serace Wil gap Vow wllne be aEsmscally charged
& Wop will e sideaE fo ddfeduled mesings and repofs.

& 'Wou can log in = =y ime in Dey 2 pan

(] s

My Account « Change Plan

Your Request Has Been Processed

After your GoTolMeeting free tnal #nds on Dec 6, 2013, your serace will be cancelad and you will not ba changed for &
plan. We s2nt a confirmation emal o collsen lai-bhijedix com

You will not be abls 1o access scheduled meatings or ganerala repords once your plan sxpires

© 2014 Citrix Online, LLC. All rights reserved. 20



GoToWebinar User Guide

Turn off renewal for paid plans
1. Log in to your GoToWebinar account.
2. Select My Account in the top navigation.
3. On the My Account page, click Turn Off Renewal in the Plan Details section.

4. On the Turn Off Renewal page, click Turn Off Renewal. Your service will stop, and you will not be
automatically charged after your plan ends. You will lose access to scheduled meetings and reports,
but you can log in at any time to buy another plan.You will see if your request has been processed on
the next page.

ciTrIX online sotenessng | MyAccoun | 247 S
My Account '\
Plan Detaila

25 aflendess

# GoToMesting AnAual Plan Change Plas

% el soadn
s Herdwe aultmabcally an lear g

Login info Edi Personal Inta L] Biling info tan

d‘ln!x online : 1 i A

Turn Off Renewa

eshione?
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_ l:i'l’ll.‘l: online R L
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Your Request Has Been Processed

i Mar 28, 2044
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Renew your plan
1. Log in to your GoToWebinar account.
2. Select My Account in the top navigation.
3. On the My Account page, click Renew Your Plan in the Plan Details section.

4. To edit your plan, click Edit next to Plan Details. On the Confirm Your Plan page, click Purchase
Now. You will be billed automatically on your billing start date.

CiTRIX | oniine e ik

My Account \

Plan Details
* GoToMeeting Annual Plan Changes Pan
7% aflendpas
7 organurer seats ¥ Weetmgs -
& Lepirmy [’
Login Info Eait Pemanal Info 27} Billing Infa b

dTilx online

1L

Confirm Your Plan

GoToMesting Plan Details ‘o Guestions 7

| G Custore

Plan Ronowal

Rehund 1o Vies £, 757 .00 USE i T # Rpmewl 1 Accound af ey fme
111

Billing Info 1=

_ CiTRIX online

Your GoToMeeting plan is all set!

31 Add Organizers gk bmbesnt i

Return to by Account »

Weadl Bhe Admin Caerer
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Lmane i GaTollewting
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What's New?

What's New in 6.1 — January 23, 2014

Changes to automatic software updates

New legal text in the Labs Consent Dialog

New audio Sound Check Wizard in the Audio Pane

Audio options now available in the hallway

New Welcome Mat window

Fixed an issue where organizers did not see the "Remember me" check box when they entered
their name and email address

Fixed an issue where more than 9 digits could be entered as a Meeting ID

Various other fixes and improvements

What's New in 6.0 — November 14, 2013

New Labs menu that allows you to try out exciting new features like video sharing, profile pictures,
pane undocking, sharing a rectangle of your screen and showing your Control Panel to attendees!
"Remember me" check box on the Log In page selected by default

Ability to install the GoToMeeting Codec at the end of session

Quicker launch into session

New feedback survey

Less information required to enter a session

Fixed an issue where Mac users would experience crashes

What's New — November 1, 2013

Ability for registrants to unsubscribe from emails from both co-organizers and organizers on an
account

Storage space for recordings now clearly displayed in the left navigation of the My Recordings
page

Pagination on the My Webinars page when there are more than 20 webinars listed

Fixed an issue for viewing all past webinars

Fixed an issue where registrants would not show up in the Recording report

What's New — September 9, 2013

Ability to provide a survey link in specific follow-up emails

Fixed an issue where Confirmation emails in German, French, Spanish or Italian
Fixed an issue in Reminder emails for the co-organizer's full name

Fixed an issue in Outlook that caused line breaks

What's New in v5.9 — September 6, 2013

Ability to host up to 1,000 attendees using HDFaces for GoToWebinar

What's New in v5.8 — July 12, 2013

Ability to automatically install upgrades
Fixed issues that caused various in-session crashes
Fixed an issue that prevented some organizers from starting meetings or webinars
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What's New — May 17, 2013

o Themes for registration and confirmation pages — organizers can now customize the themes for
webinar branding

o Fixed an issue where reminder emails only listed the first webinar in a series
Fixed an issue that caused an error when generating webinar reports

Fixed an issue that caused custom images in GoToWebinar invitations to appear larger than the
uploaded size

e Other various bug fixes and improvements

What's New — April 12, 2013

Ability to create password-protected webinars

Option to send confirmation emails

Option to include recordings in follow-up emails to attendees and/or absentees
Fixed an issue that sometimes prevented organizers from running reports
Various other bug fixes and improvements
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Start, Schedule and Manage Webinars

Schedule a Webinar

Scheduling a webinar is easy! Schedule one-time sessions, webinar series or webinar sequences from
the GoToWebinar website.

Schedule a webinar session, series or sequence

1. Log in to your GoToWebinar account.

2. On the My Webinars page, click the Schedule a webinar button. Or, you can select Schedule a
Webinar in the left navigation.

3. On the Schedule a Webinar page, enter a title and description for your new session — the
description is used on the registration page and in the invitation email you send to registrants.

4. Select the Type of session you want to schedule:

¢ One Session — Attendees register once to attend a session.

e Series — Attendees can choose which dates to attend when registering for a webinar with multiple
sessions.

e Sequence — Attendees can register once to attend all webinar sessions in the sequence.

5. If you select Series or Sequence, you can choose how frequently the webinar occurs by using the
Occurs drop-down menu:

e Daily — Webinar sessions occur consecutively every day from the start date to the end date.

o Weekly — Webinar sessions occur once at the same time and day every week.

e Monthly — Webinar sessions occur at the same time for every date or day every month (e.g., 1st
of every month or first Wednesday of every month).

e Custom Schedule —Webinar sessions occur in random intervals.

6. Select the Start Date, Start Time and End Time.

7. Use the Webinar Time Zone drop-down menu to select the time zone that the session will be held
in.

8. When you're done, click Schedule.
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Tithe:

GoToWebinar User Guide

Paw Webariar

Description:

The description will be used in your webinar imvialion email and

registration page

Type
One Session | Seres | Seguence
endaes will Chodse wnich dates o afand when regisiaring forine
Decurs
v [laily
Weekly Start Time End Time
Monthly | &:00 PM 7:00 PH

Custom Schedule

e e rT——

[Wed,Feb 15,2012 =

Webinar Time fona

{GMT-08:00) Pacific Time (US and Canada); Tijuana

-

Schedule
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Customize Your Webinar

After you've scheduled a webinar, you can customize your webinar settings!

Edit the title and description
1. Log in to your GoToWebinar account.
2. Select My Webinars in the left navigation. Click the title of the webinar.

3. On the Manage Webinar page, click Edit in the Title and Description section to change the title or
description.

4. On the Edit Title and Description page, make your changes, and click Save. Select the "Notify all
participants of these changes" check box to alert your registrants of the change via email.

abiria Manaps Webana

Manage Webinar for "IT Training Webinar"

mvite madiile Semika hirka cal Vi & Pracuce & stan

Tith

Dwscription ' 1A Title arad

Edit Title and Description for "IT Training Webinar”

1l

Frew IT Trang Tiebmar

et riflioe

Join wd and i abowl bow 16 SncEl i e 1T Redd!

< Mty sl paricapasts of theese changes

Sawe

Edit the date and time of a session
1. Log in to your GoToWebinar account.
2. Select My Webinars in the left navigation. Click the title of the webinar.

3. On the Manage Webinar page, click Edit in the Date and Time section to change the date and/or
time of the session.

4. On the Edit Date and Time page, make your changes, and click Save. Select the "Notify all
participants of these changes" check box to alert your registrants of the change.
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Add another session to a webinar series or sequence
1. Log in to your GoToWebinar account.
2. Select My Webinars in the left navigation. Click the title of the webinar.

3. On the Manage Webinar page, the Date and Time section displays each session and a list of
registrants in the webinar series or sequence.

4. To add another session to the webinar, click Add another session. On the Add Another Session
page, choose the time and date. Click Save.

Add a session to your calendar
1. Log in to your GoToWebinar account.
2. Select My Webinars in the left navigation. Click the title of the webinar.

3. On the Manage Webinar page, click Add to calendar in the Date and Time section. An invitation
email will launch in your default email client that you can save as a reminder for yourself.

My Webinars + Manage Webinar

Manage Webinar for "Free IT Training Webinar"

Invite | Schedule Similar Webinar  Cancel Webinar 8 Practice |88 Stan
Set Up Your Webinar

Title Edit

Fraee [T Training Webina

Description

| 15 and leam about | to excel in the [T field!

Date and Time Edit

Cancel a session
1. Log in to your GoToWebinar account.
2. Select My Webinars in the left navigation. Click the title of the webinar.

3. On the Manage Webinar page, the Date and Time section displays each session in a webinar
series or sequence. Click the Cancel icon € next to the session(s) you want to cancel.

You can customize the cancellation email that is sent to registrants. After you click Yes when
prompted to confirm the cancellation, you'll be taken to the Send Webinar Cancellation Email page
where you can customize the text of the email's subject and body.

4. To cancel the entire webinar, click Cancel Webinar at the top of the Manage Webinar page.

5. When prompted to confirm the webinar cancellation, click Yes.
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Change the audio options for a webinar
1. Log in to your GoToWebinar account.
2. Select My Webinars in the left navigation. Click the title of the webinar.
3. On the Manage Webinar page, click Edit in the Audio section.
4. On the Manage Audio page, make any necessary changes to the audio options for the webinar.

5. Select the "Notify participants of these changes" check box to notify your registrants of the audio
changes.

6. Click Save.

My Webinars + Manage Websnar + Audio

Manage Audio for "Free IT Training Webinar”

Audio

Make any necessary changes to the audio settings for this webinar and click
Save

@ Use built-in audio conferencing

¥ VolP (Requires microphone and speakers.)
¥| Long distance number for; United States Edit
Toll-free number for. Contact your administrator

Use my own conference call service

Haotify all participants of these changes

Save Cancel

Customize the branding and theme for the webinar
1. Log in to your GoToWebinar account.
2. Select My Webinars in the left navigation. Click the title of the webinar.
3. On the Manage Webinar page, click Edit in the Branding section.
4. On the Branding and Theme page, you can customize your webinar:

eUpload your own logo to increase attendee response rates: Click Choose File, and select an
image. Your image can be up to 400 x 200 pixels and 100KB in size in either .GIF or .JPG
format.

eUpload an image to customize your theme: Click Choose File. Your image can be up to 200 x
200 pixels and 100KB in size in either .GIF or .JPG format.

e Create a color theme: Select Custom from the Theme drop-down menu and choose a color for
the Background, Header Font and/or Border.

eDisplay the names and photos of presenters speaking at the webinar before it starts: Enter
a presenter's name in the provided field and upload a photo of the presenter. Your image can

© 2014 Citrix Online, LLC. All rights reserved. 29


http://global.gotowebinar.com/
http://global.gotowebinar.com/

GoToWebinar User Guide

be up to 100 x 100 pixels and 100KB in size in either .GIF or .JPG format. Click Add another
presenter to add more names and photos, or Remove presenter to delete the presenter.

5. Once you're done, you can preview your changes by clicking Preview.
6. Click Save to apply your changes to the webinar.

Your branding will appear on registration pages, emails and in the Waiting Room (a virtual room
where attendees wait for the session to begin).

My Webinars + Manage Webinar + Branding

Branding for "webinar”

Images

Logo
Choose a gif, _jpg or .png file. Maximum size is 400x200 pixels and
100KB

Custom Image

Choose a gif, .jpg or .png file. Maximum size is 200x200 pixels and
100KB

Theme

Custom =

Background Header Fonl Border

Header Font Color

Content here

List Presenters in the Waiting Room

Add presenter details

Save | Preview Cancel
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Add panelists
1. Log in to your GoToWebinar account.
2. Select My Webinars in the left navigation. Click the title of the webinar.
3. On the Manage Webinar page, click Edit in the Panelists section.

4. On the Panelists page, enter the name and email address of a panelist. Panelists may speak during
the webinar and answer assigned questions.

e To add more speakers, click Add Another Panelist.

5. Click Save. Your panelists will receive an invitation email for practice sessions and the webinar.

Set Default Audio Options

You can set the default audio options for all your future upcoming sessions. Changing your audio options
will not affect your previously scheduled sessions — it will only affect future scheduled sessions. You have
2 audio options: Use built-in audio conferencing or Use my own conference call service — you can
choose one or the other but not both. If you choose to provide your own conference call service, you must
provide your own telephone numbers for participants, and you won't have access to built-in audio
conferencing (VolP, long distance and toll-free numbers).

Use built-in audio conferencing (VolP, long distance and toll-free numbers)

If you select Use built-in audio conferencing, you can select VolP, Long distance number for and/or
Toll-free number for (if you have Integrated Toll-Free audio service) to customize the default audio
settings to best fit your needs.

e VoIP — Your participants can use microphone and speakers to connect to audio through their
computer.

e Long distance number — Your participants can use a telephone to dial in to the audio conference
using a long distance number. You can choose which countries to provide long distance numbers
for your attendees.

e Toll-free number — Your participants can use a telephone to dial in to the audio conference using
a toll-free number. You can choose which countries to provide toll-free numbers for your
attendees.

Settings

Audio

@ Use built-in audio conferencing

¥| VolP (Requires microphone and speakers.)
¥ Long distance number for United States Edit

| Toll-free number for United States Edit
Integrated Toll-Free charges may apply.

Use my own conference call service

Save
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Provide long distance and/or toll-free numbers for more countries

2. Select Settings from the left navigation.

3. On the Settings page, make sure the Long distance number for option or Toll-free number
for option is selected, and then click Edit.

4. In the "Include Long Distance Numbers for" or "Include Toll-Free Numbers for" box, you can
select additional countries. To select all countries available, select the check box next to Country.

5. Once you're finished, click Done. When you return to the Settings page, you'll see the additional
countries you added next to the long distance option.

6. To apply these settings for future sessions, click Save. Your previously scheduled sessions will
not be affected by these changes.

Include Long Distance Numbers for:

Country

| Ausiralia

m

Austria

Belgium

¥ Canada

Denmark

Fimtamd

Eranra

Selected countries: Australia, Canada, Spain, United Kingdom
United States

[Done Cancel
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Use my own conference call service
2. Select Settings from the left navigation.

3. On the Settings page, select the Use my own conference call service option. Choosing this
option disables the built-in audio conferencing option.

4. Enter your own conference call info into the Attendee Phone Number field, and then click Save.
Your attendees will use the conference call info you provide to connect to the audio conference.

5. When you're done, click Save.

Settings

Audio

Use pbulit-in audio conferencing

@ Use my own conference call service

Attendee Phone NHumber

Eriar pour conferance cal
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Integrated Toll-Free Audio Service

Organizers can host sessions using GoToMeeting's integrated audio and provide VolP, toll (long
distance) numbers and/or toll-free numbers.

Integrated Toll-Free audio service must be purchased separately from your GoToWebinar plan. If you
have a GoToMeeting corporate plan and your billing address is based in the U.S., U.K., Canada or
Australia, you may purchase Integrated Toll-Free audio online.

Organizers incur per-minute changes for each attendee who uses the Integrated Toll-Free audio service.

Calculating toll-free minutes

Per-minute charges apply to all participants who dial in with the toll-free option. Those who join by regular
toll (long distance) numbers are charged rates based on their own long distance provider. There are no
additional charges for those who join a session using VolP.

To minimize billing, any attendee who joins a session before the organizer starts the event is
disconnected after 15 minutes of inactivity. If the session is cancelled and never started by the organizer,
then no charges are incurred. However, if an organizer joins the session, even if was never started, the
account is charged for the organizer's minutes, along with the minutes incurred by any attendees waiting
for the event to start.
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Available international countries with Integrated Toll-Free audio

See the available international toll-free and long-distance (toll) numbers.

Share Webinars, Manage Registration and Send Emails

Once you've scheduled and set up your webinar, you can invite attendees, as well as set up and manage
registration.

Invite your attendees
1. Log in to your GoToWebinar account.
2. Select My Webinars in the left navigation. Click the title of the webinar.
3. On the Manage Webinar page, select Invite on the top-left corner.

My Webinars + Manage Webinar

Manage Webinar for "Free IT Training Webinar"

Schedule Similar Webinar  Cancel Webinar
Email Me tha Imatation
Copy Webinar Information

regl FERLLILEL ) g

Description

Or, scroll down to the Share Your Webinar section, and select a delivery option:

¢ Email Me the Invitation: Email the webinar registration info to yourself. Then send the
invite to attendees.

e Copy Webinar Information: Copy and paste the webinar registration information onto a
web page, document or wherever you'd like. To select all the text shown, click Select All to
highlight everything, and then copy and paste it by right-clicking the highlighted text and
selecting Copy. Or, you can select the highlighted text and press Ctrl + C on your keyboard
to copy and then Ctrl + V to paste it somewhere.

View the Registration URL and Webinar ID
1. Log in to your GoToWebinar account.
2. Select My Webinars in the left navigation. Click the title of the webinar.

3. On the Manage Webinar page, scroll down to the Share Your Webinar section where the
Registration URL and Webinar ID is shown. You can click the Registration URL to see the registration
form that your attendees see.
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Track registration sources
1. Log in to your GoToWebinar account.
2. Select My Webinars in the left navigation. Click the title of the webinar.

3. On the Manage Webinar page, scroll to the Share Your Webinar section and copy the Registration
URL.

4. Add the source to the end of Registration URL (e.qg.
https://attendee.gotowebinar.com/register/1751482784943615232?source=email). You can add
sources to the Registration URL such as "?source=google”, "?source=facebook" ,"?source=linkedin",
etc. The source used cannot exceed more than 128 characters.

5. To view which sources registrants used to find your webinar, click Generate Reports in the left
navigation and select Registration Report.

N s Generate Reports

Schadule o Wakbdnar
My Recordings ¥ o webinar kas usl finshed, i may be up 1e 15 mmules befoie ils repors am paitabls
Webmar History t',:

enerate Reports Stap 1: Selact Rapor Typs

Sedlings

Prowige Fesdbach

o Registrallon Report
Shows whan aach parson regstaned for the wetnar and ther anewes 10 e regebElion quashons

Anendes Repor
Chwwes detidn aboul sach siteedss mcluileg qmations ey saked dunng (he webing: anid his long they
s eniled &

Performance Report

Shows Bigh- evel sngaqeman] statistcs sboul regasiration allendance and fesdback

Recording Report
Shows when each person regetered 10 view the webinar reconding

Survey Report
Shows surety Qeestions and attendees’ answers

Step 2: Choces o Dale Rangs
o Wihn: | Last 355 Das -

Fresm ! P Tax

Shived Webmars

Stap 3 Salect Wehinar

Data Tima Title Regisrants
@ Jun 15 2017 100 P POT Wabanar 1
May 10, #0137 10-30 &M POT Wiatwnar Now

Genaraie Excoel Aepord

6. Select Generate Excel Report for the webinar you would like to track sources for. The Registration
Report will display which source the registrant used.
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Reglstration Date Source
Jul 28, 2092 10:35 AM POT google

Registration settings

1. Log in to your GoToWebinar account.

2. Select My Webinars in the left navigation. Click the title of the webinar.

4. On the Manage Webinar page, scroll down to the Share Your Webinar section.

5. Click Edit in the Registration Settings section to manage registration.

+ Add additional reqistration fields (first name, last name and email address are always required)

e Create, edit sort or delete custom registration guestions

e Automatically or manually approve registrants

e Set up reqistration notification emails

Add additional registration fields

1. On the Manage Registration page, you can select additional required or optional registration

fields for your attendees to fill out:

Address

City

State/Province

Zip/Postal Code

Country

Phone

Industry

Organization

Job Title

Purchasing Time Frame
Role in Purchase Process
No. of Employees
Questions and Comments
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2. Unless you select the "Required" check box next to each additional registration field, the added

fields will be optional by default.

3. Click Save. You can click the Registration URL on the Manage Webinar page to see what your

registrants will see.

My Webinars + Manage Wabinar

Registration for "webinar"

Registration Questions

Add Registration Fields

We'll always require a First Name, Last Name and Email Address

Field

AddMEss

C |t_1

StateProvince

ZipfPostal Code

Couniry

Phone

Industry

Organization

Job Tille

Purchasing Time Frame

Role In Purchase Process

Mo. of Employees

Questions and Comments

Required

Create, edit, sort or delete custom registration questions

1. On the Manage Registration page, go to the Create Your Own Question section. You're
prohibited from soliciting confidential personal information (credit card information, social security

numbers, etc.) in your registration questions.

2. Click New Question to create a registration question.

© 2014 Citrix Online, LLC. All rights reserved.

38



GoToWebinar User Guide

3. Select the type of question:

e Short Answer: Provides registrants with an open-ended answer.
¢ Multiple Choice (One Answer): Gives registrants the choice of selecting one answer from
multiple options available.

4. Enter your question in the Question field. If you choose the multiple choice question type, enter
at least 2 answers in the Answers field. If you want to add more than 3 answer options, click Add
another answer.

5. Click Create to save your question.

e To edit your question, click the actual question on the Manage Registration page. After
you've made changes, click Update.

e To make your custom question required, select the "Required" check box next to the
guestion on the Manage Registration page.

e To delete your question, click the Remove icon & next to the question on the Manage
Registration page.

e To change the order of the questions, drag and drop a question up or down the list of
guestions on the Manage Registration page.

6. Click Save.

Automatically or manually approve registrants
1. On the Manage Registration page, scroll down to the Approval section.
2. Select 1 of the approval options:

¢ Automatic Approval: Registrants will immediately receive information on how to join the
webinar once they register.

¢ Manual Approval: You must approve registrants before they receive information on how to
join the webinar.

3. If you'd like to receive an email every time someone registers, select the "Registration
Notification" check box. If you don't select this option, you can return to the Manage Webinar page
where you can click Manage or the registrant number link in the Manage Registration section to
approve or deny registrants.

4. Click Save.

Direct registrants to a confirmation page
1. On the Manage Webinar page, scroll down to the Registration Settings section.
2. Click Edit next to Registration Settings.
3.Select 1 of the following options:

e Direct registrants to the GoToWebinar confirmation page: Registrants will see a
standard GoToWebinar confirmation page.

e Direct registrants to your own confirmation page: Enter the website you would like
registrants to be directed to post-registration.
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Upon Registration
When someone registers
Send an email to mi-g2w-global@iedix com

a Drirect registrants o the GoToWebinar confirmation page
Diirect registrants to your own confirmation page:

@ ik fap

4. Click Save to save your changes.
Create a webinar password
1. On the Manage Webinar page, click Edit next to Registration Settings.

2. Select the "Create a webinar password" check box to require your attendees to enter a
password before joining a webinar.

3. Enter your password. You must send the password to your registrants or they won't be able to
enter the webinar. For security reasons, GoToWebinar doesn't send the password for you.

4. Click Save to save your changes.

Password

o Creale a webinar password:

Efer paasword
You must send the password 1o your registrants or they wont be
able 1o enfer the webinar For securily reasons, GoToWebinar
doesnt send the password for you

Registration tracking
1. Log in to your GoToWebinar account.
2. Select My Webinars in the left navigation. Click the title of the webinar.
4. On the Manage Webinar page, scroll down to the Share Your Webinar section.
5. Click View in the Tracking Registrants section:

e Set the approval process
e Set up reqistration notification emails

Approve, deny or cancel registration
1. On the Manage Webinar page, scroll down to the Registration Management section.

2. Click Manage or the number of registrants to approve or deny registrants.
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3. On the Registrants page, select one or multiple registrants from the Pending Approval tab, and
then click Approve or Deny.

Approved registrants will receive a confirmation email and will be moved to the Approved tab on
the Registrants page. You can still cancel their registration after they've already been approved,
and they will be moved to the Deny tab.

Denied registrants will be moved to the Deny tab, where you can still approve them if you
change your mind.

e To view aregistrant's details, click the registrant's name on the Registrants page:

e Status: Waiting Approval, Approved or Denied

e Registered: Date that the person registered for the webinar

e Email: Registrant's email address

o Registration Answers: Submitted responses to custom registration questions
e To export registration data to Excel, click Registration Report on the Registrants page.
e Toresend the confirmation email, click a registrant's name from the Registrant's page,

and then click Resend Confirmation Email on the Registrant Details page.

My Webinars + Manage Webinar + Registrant List
Registrants for "Free IT Training Webinar”
Pending Approval (1)  Approved (1)  Denied (0) . Repisiration Repoit.
+| Registrants Email Address Registration Date Time
| Carlie, Carl carl@jedic com Feb 13, 2012 301 PM PST
Approve Deny
Emails

1. Log in to your GoToWebinar account.

2. Select My Webinars in the left navigation. Click the title of the webinar.
4. On the Manage Webinar page, scroll down to the Email section.

5. Click Edit next to the type of email you want to send.

e Send confirmation emails to registrants
e Send reminder emails to reqgistrants and panelists
e Send follow-up emails to attendees

Send confirmation emails to registrants
1. On the Manage Webinar page, scroll down to the Emails section.
2. Click Edit in the Confirmation Email to Registrants section.

3. On the Confirmation Emails page, you can choose if you want to send a confirmation email to
registrants by selecting the "Send Confirmation Email to Registrants" check box.
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4. If you have selected the "Send Confirmation Email to Registrants” check box, you can then edit
the email subject and enter custom text

5. Click Save. You can view your changes in the Emails section on the Manage Webinar page. To
preview how the email will look to registrants, select Preview.

If you want to resend confirmation emails, return to the Manage Webinar page and click Manage
next to Tracking Registrants.

Send reminder emails to registrants and panelists
1. On the Manage Webinar page, scroll down to the Emails section.
2. Click Edit in the Reminder Emails section.

3. On the Reminder Emails page, schedule your reminder email to be sent out to registrants and
panelists by choosing one or more options:

e 1 hour before the webinar start date and time
e 1 day before the webinar start date and time
e 1 week before the webinar start date and time

You can select Send me a copy of the Reminder Email if you'd like to receive a copy as well. To
preview how the email will look to attendees, select Preview.

4. You can enter custom text in the provided field. You can customize reminder emails until they're
sent to attendees.

5. Click Save. You can view your changes in the Emails section on the Manage Webinar page. To
preview how the email will look to attendees, select Preview.
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My Webinars + Manage Webinar + Reminder Email

Reminder Emails for "Free IT Training Webinar”

Send Reminder Email to Approved Registrants and Panelists

¥| 1 hour befors the wablnar start date and time

¥| Send me a copy of the Reminder Email

Subject:

Remindear: Free IT Training Webinar starts in 1 hour
Body:
Dear Name

W

This is @ reminder that "Free [T Training Webinar” will begin in 1 hour / 1

day [ 1 week on

Cusiom Text

Send follow-up emails to attendees and absentees
1. On the Manage Webinar page, scroll down to the Emails section.

2. Click Edit next to Follow-Up Email to Attendees. If you want to send follow-up emails to
absentees (registrants who don't show up), click Edit next to Follow-Up Email to Absentees.

3. On the Follow-Up Email page, select the "Send Follow-up Email to Attendees" or "Send Follow-
up Email to Absentees" check box. One follow-up email can be sent to attendees up to 7 days after
the webinar's scheduled end date.

4. Then choose when you'd like to send the follow-up email:

1 day after scheduled end date

2 days after scheduled end date
3 days after scheduled end date
4 days after scheduled end date
5 days after scheduled end date
6 days after scheduled end date
7 days after scheduled end date

© 2014 Citrix Online, LLC. All rights reserved. 43



GoToWebinar User Guide

You can select Send me a copy of the Follow-Up Email if you'd like to receive a copy as well.
5. Enter the email subject and body text in the provided field to customize the email.

6. Click Select a Recording to attach a recording to your email. You can upload recordings on the
My Recordings page.

7. Click Save. You can view your changes in the Emails section on the Manage Webinar page. To
preview how the email will look to attendees, select Preview.

My Wehinars + Manage Webinar ¢+ Follow-up Email

Follow-up Email for "webinar”

¥| Sand Fallow-up Email 1o Atendeas

Send Email 1 day after scheduled end date =

¥| Sendme a copy of the Follow-up Email

Subject:
Thank you for attending webinar
Dear Name

Body:
Thank you for attending my webinar. We hope you enjoyed our event.

Selecl a Recording

Please send your questions, comments and feedback to: ml-g2w-
global@jedix com

Crpt-out Link and Privacy Policy Link

GoToWebinar Copynight

save | Preview Cancel
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Engage Attendees with Polls and Surveys

You can engage your attendees by creating custom Polls and Surveys. You can create up to 20 Polls
before the session or in-session on-the-fly and add up to 25 questions to a Survey. After you close a Poll,
you can choose to show the Poll results immediately to everyone or at a later time during the session.
Learn how to launch a Poll, show Poll results and create Polls in-session.

Create, edit, sort and delete Polls before a session
1. Log in to your GoToWebinar account.
2. Select My Webinars in the left navigation. Click the title of the webinar.

3. On the Manage Webinar page, scroll down to the Engage Your Attendees section. Click Edit next
to Polls.

3. On the Create a New Poll page, choose the type of Poll:

o Multiple Choice (One Answer)
¢ Multiple Choice (Multiple Answers)

4. Enter a question into the Question field.
5. Enter at least 2 answers in the Answer field.
6. Click Save.

e To create another Poll for the session, click Edit on the Manage Polls page, and then click
Create New Poll. You can add up to 20 Polls per webinar.

e To view the Poll results, create an Attendee Report after the session ends.

e To edit Polls, go to the Manage Webinar page, click Edit next to Polls and click the Poll
guestion. Make your changes on the Edit Poll page, and then click Save.

¢ To change the sort the order of Polls, go to the Manage Webinar page, click Edit next to Polls,
and change the order of the polls on the Manage Polls page. Click Update Order when you're
done.

¢ To delete a Poll, go to the Manage Trainings page, click Edit next to Polls, and click the Remove
icon € next to the Poll on the Manage Polls page.
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My Webinais + Manage Webinar + Polls + Create New Po

Create New Poll

Type
View Examoles <r Question Type Examples

Muliple Choice (Ong Answar) -

Single Answer:
Cruestim How many webinars have you aftended this yaar?
More than 10
Bebteeen 5 and 9
Answer i
Betwaan 2 and &
This is rmy Nirst webinas
Previous Exampla MNext Examiple
Save Cancel

Create, edit, sort and delete Surveys before a session
1. Log in to your GoToWebinar account.
2. Select My Webinars in the left navigation. Click the title of the webinar.

3. On the Manage Webinar page, scroll down to the Engage Your Attendees section. Click Edit next
in the Surveys section.

4. On the Survey page, enter a title for the Survey.
5. Choose the Survey question type:

o Multiple Choice with One Answer (2 or more answers are required)

o Multiple Choice with Multiple Answers (3 or more answers are required)
eRate on a Scale of 1t0 5

e Short Answer

If you'd like to provide more than 3 answer options, click Add another answer.

6. When you're ready to save your first question and answer, click Add to Survey. To add another
guestion, click New Question on the Survey page. Repeat step 5 to add more questions to the
Survey.

7. When you've completed creating your Survey, click Save.
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e To edit a Survey question or answer, click a question on the Survey page. Make your changes,
and then click Save.

¢ To change the order of Surveys, go to the Manage Webinar page, and click Edit next to
Surveys. On the Survey page, drag and drop a Survey up or down in the list as you'd want it to
appear to attendees. Click Save.

e To delete a Survey, go to the Manage Webinar page, and click Edit next to Surveys. On the
Survey page, click Delete Survey.

¢ To preview a Survey, go to the Manage Webinar page, and click Edit next to Surveys. On the
Survey page, click Preview to see how the Survey will appear to your attendees.

My Webinars + Manage Webinar ' Survey

Survey for "Free IT Training Webinar"

Tithe Dielete Sumnvey

Followe-Up Survey

Cuestions
Order  Your Questions Remove
Cid you enjoy the session?
s Why are you mterested in learming about dun

g Mew Question

Sethings
Select whan you would like the survey to appear

Afer the webinar
The survey will launch after the webimar

# inthe Follow-up Email
All reqistrants will recenve the survey fink in the Follow-up Email

Save  Preview Cancel

© 2014 Citrix Online, LLC. All rights reserved. a7



GoToWebinar User Guide

Choose when you want to send out a Survey
1. Log in to your GoToWebinar account.
2. Select My Webinars in the left navigation. Click the title of the webinar.

3. On the Manage Webinar page, scroll down to the Engage Your Attendees section. Click Edit next
in the Surveys section.

4. On the Survey page, scroll down to the Settings section.
5. Choose when you want to send out the Survey:

o After the webinar: For a one-session webinar, the Survey is sent out after the webinar ends. For
a webinar series, the Survey is sent out after each session ends. For a webinar sequence, the
Survey is sent out after all sessions in the sequence have ended.

oIn the Follow-up Email: All registrants will receive a link to the Survey in the follow-up email.

5. Click Save. You can view your changes in the Survey section on the Manage Webinar page.

Related

Schedule Similar Webinars

If you already have a scheduled webinar that's set up with Polls, Surveys, emails, etc., you can schedule
a similar webinar or copy a webinar so that all your settings and customizations carry over to another
webinar. It makes it easy to schedule a webinar that's similar to one of your previously scheduled
webinars.

Schedule a similar webinar
1. Log in to your GoToWebinar account.
2. Select My Webinars in the left navigation.
3. Click the title of the webinar in the Upcoming Webinars tab.

4. On the Manage Webinar page, select Schedule Similar Webinar from the top -left corner. You can
schedule a similar upcoming or past webinar.

5. On the Schedule Similar Webinar page, enter a title and description, and choose the session time,
start date, start time, end time and time zone.

6. Then click Schedule. All your settings from the previously scheduled webinar will carry over to the
newly scheduled webinar.
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Wy Webinars + Manage Vabinar

Manage Webinar for "webinar”

& Invile: | Sehadule Simela _*;..;_.._1.| Cancel Websnar

Set Up Your Webinar

Title

Date and Tima

Audd Lo Calemdar
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§E Practice

g stan

Copy webinar
1. Log in to your GoToWebinar account.

2. Select My Webinars in the left navigation.

3. On the Past Webinars tab, click Copy next to the webinar you want to copy. Only webinars with a

start date in the past 90 days are displayed.

4. On the Schedule Similar Webinar page, enter a title and description, and choose the session time,

start date, start time, end time and time zone.

5. Then click Schedule. All your settings from the previously scheduled webinar will carry over to the

newly scheduled webinar.
My Webinars
T Setlusg o watiat

Fast iehinm

Ipeoming Wishinan

Dats Tima itk

Loy

Schedule Similar Webinar
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Upcoming Webinars

You can get an overview of your upcoming scheduled webinars, as well as start your webinars from the
My Webinars page.

View upcoming webinars
1. Log in to your GoToWebinar account.
2. Select My Webinars in the left navigation.

3. On the Upcoming Webinars tab, you can view all your scheduled upcoming webinars:

e Date
eTime

e Title

¢ Registrants

You can hover over the Information icon to get a glimpse of the webinar:

o Title

e Date

¢ Scheduling Organizer
¢ Registrants

e Registration URL

e Webinar ID

You can also start a webinar from the My Webinars page by clicking Start next to a webinar.

My Webinars
| Schedule a webinar
Upcoming Webinars Past Webinars
Data Timea Titke Registrants
Apr 29 2013 500 PM PDT | Lrainng o Start
Ape 29 20143 5:00 PM PDT waehinar i Start

Past Webinars

You can view your previously held webinars that have ended and copy webinars from the My Webinars
page. Past webinars will be displayed on the My Webinars page after the scheduled end time. If you
recorded a webinar, you can go to the Past Webinars tab on the Manage Webinars page to edit the
follow-up email to include the recorded webinar.

View past webinars
1. Log in to your GoToWebinar account.

2. Select My Webinars in the left navigation.
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3. On the Past Webinars tab, you can view all your previously held webinars. If you click a webinar
title, you can access the details for that webinar.

My Webinars
| Schedule a webamar

Upcoming Webinars Past Webinars
[Date Time Title

Apr 26, 2013 4:00 PM POT abing Copy

Also, you can copy a webinar by clicking Copy next to a webinar so that you can schedule a similar
webinar that includes the settings and customizations from one of your past webinars.

Practice a Webinar

If you're using a Windows computer, you can start a webinar in practice mode before you actually start
the live webinar session. Attendees cannot join your practice session, but you can run through the
webinar with other panelists and organizers to perfect it. If you practice a webinar up until the webinar's
scheduled start time, you can easily start the webinar while you're in practice mode.

Start a practice webinar (Windows only)
1. Log in to your GoToWebinar account.
2. Select My Webinars in the left navigation. Click the title of the webinar.
3. On the Manage Webinar page, click Practice in the top-right corner.

4. The GoToWebinar application should automatically begin downloading. We recommend installing
or upgrading Java on Windows computers to quickly connect to webinar sessions.

5. You can click the Show My Screen button to begin Screen Sharing.

¢ To start the live webinar while you're in practice mode, click Start at the top of your Control
Panel. When you're prompted to start the webinar now, click Start.
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My Wehinars - Manage Webinar

Manage Webinar for "Webinar"

w Inwile Schedule Similar Wabinar Cancel Wabinar * Prachice

&8 Stan

Set Up Your Weabinar

Title

Dt and Time

Audio

Participants can use their computer's microphons and speakers (VoiP) or telaphona

Branding

Panelists

Start a Scheduled Webinar

You can start a scheduled webinar from either the GoToWebinar website or from your desktop if you

already have GoToWebinar installed.

Start a scheduled webinar from the web

1. Log in to your GoToWebinar account.

2. On the My Webinars page, click Start next to the webinar you want to host. Or, you can right-click

the GoToWebinar daisy icon &8 in the system tray, select My Webinars > Start.
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My Webinars

[F] Schedisle a webinar

Upcoming Webinars Past Webinars

[hata Time Title Registrants

Jan &2 2013 E00 PR PST Fcumng 0 Stari
{Mests 19 times) -——r

War 01, 2013 1.00 PM PST @2 All Hands ] Start

3. If you're on a Windows computer, GoToWebinar will automatically launch into session if you have
Java enabled. We recommend installing or upgrading Java to quickly connect to sessions. If you're on
a Mac and have never joined a session before, you'll first need to download the Citrix Online Launcher
file.

4. To start the webinar, enter your email address and password, and then click Log In. You should
see the GoToWebinar Control Panel on the right-side of your screen where you can manage the
webinar.

Start a scheduled webinar from the desktop application

1. If you already have GoToWebinar installed on your computer, you can right-click the GoToWebinar
daisy icon @ in your system tray, and select My Webinars.

2. You'll be taken to the My Webinars web page. Click Start next to the session you want to begin
hosting.

&# GoToMeeting
Schedule 8 Meeting, .
My Mesting:...

* GoTo\Vebinar My Webinars
Webenar Now..
Schedule 8 Webingr ...

|y weninan

iy,

Upcoming Yiebinars Past Webinars
i Dite Timas Title Reglstrant
Prefesences...
About. an ] P PET 2 Start
Ripots 19 times —--* -
Log Cut
Exit Mas 07, 201) 1850 PN PSET 12 A Suan

3. If you're on a Windows computer, GoToWebinar will automatically launch into session if you have
Java enabled. We recommend installing or upgrading Java to quickly connect to sessions. If you're on
a Mac and have never joined a session before, you'll first need to download the Citrix Online Launcher
file.

4. To start the webinar, enter your email address and password, and then click Log In. You should
see the GoToWebinar Control Panel on the right-side of your screen where you can manage the
webinar.
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Upload, Share and Delete a Recording

After you've recorded a session, you can store your recordings and share the link with your attendees. By
default you have 3GB of storage space for your recordings. You can upload a recording file no larger than
1GB at a time.You can also distribute a recording and send or upload the recording wherever you'd like.
Although you can record sessions on Macs running OS X 10.6 (Snow Leopard) or higher, you can only
upload and stream .MOV files using Mac OS X 10.7 (Lion).

Upload a recording
1. Log in to your GoToWebinar account.
2. Select My Recordings in the left navigation.

3. On the My Recordings page, click the Upload Recording button to browse for and select the
recording file from your computer. By default GoToWebinar recordings are saved to the Documents
folder on the computer where you recorded the session.

4. Once the recording file has uploaded successfully to My Recordings, you can view the upload date,
size, recoding title and the number of views.

My Recordings

Ipiaad the secordings | werw or maw] you made using GoToWebinar Each file 2 b bess than 1 GB

¥ Upload Hecording

liata Uplnadad Slze Recording Titla Viaws  Shara Rpmoue

2013-03-21 1938 wabinarwm ] € mk | hitps fatiendeei? golowedsinar

m

Mar 21, 2013 200

Share a recording
1. Find the recording on the My Recordings page.
2. Hover over the Share icon
3. Copy and paste the link in the bubble tool tip.

4. Send the link to your registrants. To view the recording, registrants must provide their first name,
last name and email address to register to view the recording. You can return to the My Recordings
page and click the number of views link to see the number of recording views and generate a .

Delete arecording
1. Find the recording on the My Recordings page.

2. Select the Remove icon €.

3. In the "Confirm Delete" box, select Yes to permanently delete the recording.
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Attach arecording to a follow-up email

1. On the My Webinars page, choose a webinar from either the Upcoming Webinars tab or the Past
Webinars tab. If you want to include a link to a recorded webinar, you'll need to wait until after you've
hosted the session and then select the Past Webinars tab to edit the follow-up email.

2. On the Manage Webinar page, scroll down to the Emails section.

3. Click Edit next to Follow-Up Email to Attendees. If you want to send follow-up emails to absentees
(registrants who don't show up), click Edit next to Follow-Up Email to Absentees.

4. On the Follow-Up Email page, select the "Send Follow-up Email to Attendees" or "Send Follow-up
Email to Absentees" check box. Only 1 follow-up email can be sent to attendees up to 7 days after the
webinar's scheduled end date. If you've already sent a follow-up email for a webinar, you won't be
able to send another one with a link to the recorded webinar.

5. Then choose when you'd like to send the follow-up email:

¢ 1 day after scheduled end date

¢ 2 days after scheduled end date
¢ 3 days after scheduled end date
¢4 days after scheduled end date
o5 days after scheduled end date
¢ 6 days after scheduled end date
¢ 7 days after scheduled end date

6. Enter the email subject and body text in the provided field to customize the email.

7. Click Select a Recording to attach a recording to your email. The Recorded Webinar Report will
show how many recipients viewed your attached recording.

8. Click Save. You can view your changes in the Emails section on the Manage Webinar page. To
preview how the email will look to attendees, select Preview.
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Subject: L
Thank you for attendeng test2 M'j' F{Eﬂﬂrdiﬂﬁs
Diear Name,
q
Boity:
Thank you Tor attending my webinar. We ho| Recording Uploaded on
20011404-21 1320 Recorded Meatmg wmiv Apr 08, 2013
201105-25 1533 wrr Aar 0B, 2013

i

Pleaze send your questions, comments an
corpadmingjediz com

Select a Recording _

Opt-out Link and Privacy Policy Link

GoToWebinar Copyright

Snve Praview Cancel

—

Note: If you're an organizer on a corporate account, only the organizer who originally added the
recording to the follow-up email will be able to delete it. Co-organizers won't be able to delete a
recording that's been added by someone else, but co-organizers can still add a recording to a
follow-up email if one hasn't already been added.

View remaining storage space
1. In the left navigation, find the Storage Space widget.

2. By default, you have 2GB of storage space for materials and recordings. You can see how much
space your files use and how much space remains.
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Cancel Webinar

You can cancel a webinar at anytime if you no longer want to hold it. For a webinar series or sequence,
you have the option of canceling either all sessions or individual sessions.

Cancel a webinar, series or sequence
1. Log in to your GoToWebinar account.
2. Select My Webinars in the left navigation. Click the title of the webinar.

3. On the Manage Webinar page, select Cancel at the top of the page. Clicking Cancel for a webinar
series or sequence will cancel all sessions. To cancel specific sessions in a series or sequence, click
the Cancel icon € next to the Webinar ID in the Date and Time section.

4. When you're prompted to confirm the webinar cancellation, click Yes. You can then customize the
text in confirmation email that is sent to registrants.

My Webinars ' Manage \Webinar

Manage Webinar for "Free IT Training Webinar”

&7 Invite Schedule Similar Weabinar

Set Up Your Webinar

Title k
Free T Training Webinar Confirm Webinar Cancellation

Description Canceling this webinar will revoke all of its registrations. Are you

Join us and leam about how| Sure?

You will be prompted to send a customized cancellation email in
the next step.

Yes Cance|
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Mobile Devices

GoToMeeting App for iOS

The GoToMeeting app for iOS allows you join GoToMeeting or GoToWebinar sessions from an iPad,
iPhone or iPod free of charge. Organizers can also start, schedule and edit meetings directly from the

app.

Schedule a meeting from an iOS device

1. Log in to your account from the GoToMeeting app for iOS. If you don't already have the app
installed, download the free GoToMeeting app for iOS.

2. Tap the Plus icon &8l on the My Meetings screen.

Taylar Tiry
My Meetings

Jain a Mesting GoToMoet.Mao

s iy

3= My Mesatings

I S

Meat Mow

3. You can then select whether or not it is a recurring meeting, choose the audio and create a meeting
password (optional).
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Taylar Tiry
Schedule a Meeting

Jain a Mesting

1= My Meatings
Racurring Mesting
P el

Fn, Biowy 22 1200 Prd
]

100 PR

Prhore prad Wi 3

Dolote Moeding

4. When you're finished, tap Done. You can then invite others by tapping Send Invitation.

GoToMaesl. Ma
ARF-TERIT

Mooting
12:00 PM - 1200 FM PST
Aig-041-825
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Edit a scheduled meeting from an iOS device

1. Log in to your account from the GoToMeeting app for iOS. If you don't already have the app
installed, download the free GoToMeeting app for iOS.

2. Tap the Edit button on the My Meetings screen.

Taylor Tiry B
. Meatings

Join a Meeting GoToMaoet.Mao

o iy

1= My Meatings

Moating
12:00 FM - 100 PM PST

Meat Mow

3. Tap the Arrow icon ¥ next to the meeting you would like to edit.
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Taylar Tiry
My Meetings

Jain a Mesting GaToMoat Ma

Racuiring LET-TR2-AT

1= My Meatings

I Settings ary Mzoting
12:00 PR - 1:00 PR FST

Meat Mow

4. You can then edit the name of the meeting, whether or not it is a recurring meeting, the time/date of
the meeting, the audio and the meeting password.

Taylar Tiry
Edit Meeting

Jain a Meeting Maatirg

1= My Meatings
Rocurring Meating
I Settings

Fn, Biowy 22 1200 Prd
]

100 PR

Prhore prad Wi 3

5. When you're finished, tap the Done button to save your changes.
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View scheduled meetings from an iOS device

1. Log in to your account from the GoToMeeting app for iOS. If you don't already have the app
installed, download the free GoToMeeting app for iOS.

2. Tap My Meetings to see a list of your previously scheduled meetings, including the meeting

subject, start date and start time.

Taylor Tiny

My Maetings

Join a Maeting
= My Mesatings.

Lk Settings

GoToMaost.Ma

Mesting
12400 P - 1200 FM PST

Meet Mow

Start scheduled meetings from an iOS device

1. Log in to your account from the GoToMeeting app for iOS. If you don't already have the app

installed, download the free GoToMeeting app for iOS.

2. Tap My Meetings to see a list of your scheduled meetings.

3. Select the meeting you want to start and tap Start when prompted.

Taylor Tiny

My Maatings

Join a Maeting
i= My Meatings

ik Settings

GoToMoot. Mo

Meating
12:00 P - 1-00 FM PST

Meet Now
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Cancel a scheduled meeting from an iOS device

1. Log in to your account from the GoToMeeting app for iOS. If you don't already have the app
installed, download the free GoToMeeting app for iOS.

2. Tap the Edit button on the My Meetings screen.

3. Tap the Minus icon =) next to the meeting you would like to delete.

colleen

My Meetings

Join a Mesting GoToMeot.Ma

1= My Mestings
P Seltings any Follow Up

1400 PR - 2:00 PM PST
P B g B

Meet Mow

4. Tap the Delete button to delete this meeting.

© 2014 Citrix Online, LLC. All rights reserved. 63


http://itunes.apple.com/us/app/gotomeeting-v4.8/id424104128?mt=8

GoToWebinar User Guide

Start an instant meeting from an iOS device

1. Log in to your account from the GoToMeeting app for iOS. If you don't already have the app
installed, download the free GoToMeeting app for iOS.

2. Tap My Meetings > Meet Now to start an instant meeting. You can then invite attendees to join
your meeting.

Taylar Tiny P
v Meetings

Jain a Mesting GoTokoot.Ma

1= My Mestings

LF . Settings Today Meating
12:00 PM - 1200 P PST

Meat Now
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GoToMeeting App for Android

Schedule a meeting from an Android device

1. Open the GoToMeeting app for Android and log in to your account from the Host tab. If you don't
already have the app installed, download the free GoToMeeting app for Android.

2. Tap the Schedule a Meeting button on the Meetings screen.

3. You can then select whether or not it is a recurring meeting, choose the audio and edit the phone
numbers.

4. When you're done, tap Schedule.
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Edit a scheduled meeting from an Android device

1. Open the GoToMeeting app for Android and log in to your account from the Host tab. If you don't
already have the app installed, download the free GoToMeeting app for Android.

2. Tap the name of the meeting you would like to edit. Then tap Edit.

3. You can then edit the name of the meeting, the start date and time and the audio for that meeting.

4. When you're finished making changes, tap Save.

W] Percurrang Meseag

audin olP and Phone
F )

View scheduled meetings from an Android device

1. Open the GoToMeeting app for Android and log in to your account from the Host tab. If you don't
already have the app installed, download the free GoToMeeting app for Android.

2. Your previously scheduled meetings will appear. Remember that you can only start meetings that
you previously scheduled from your Windows or Mac desktop on your Android device.
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- Ty
Recurming Daly Standup

Recwrring Tech Group Meeting

GoToMeeting

Sales Departmient Meeting

Invite others from an Android device before a meeting

1. Open the GoToMeeting app for Android and log in to your account from the Host tab. If you don't
already have the app installed, download the free GoToMeeting app for Android.

2. Tap the name of the meeting and then tap the Invite button. You can choose to send an email
invitation through any email application installed on your Android device.

© 2014 Citrix Online, LLC. All rights reserved. 67


https://market.android.com/details?id=com.citrixonline.android.gotomeeting&feature=search_result#?t=W251bGwsMSwyLDEsImNvbS5jaXRyaXhvbmxpbmUuYW5kcm9pZC5nb3RvbWVldGluZyJd

GoToWebinar User Guide

Start scheduled meetings from an Android device

1. Open the GoToMeeting app for Android and log in to your account from the Host tab. If you don't
already have the app installed, download the free GoToMeeting app for Android.

2. Your previously scheduled meetings should appear. Remember that you can only start meetings
that you previously scheduled from your Windows or Mac desktop on your Android device.

3. Select the meeting you want to start and click Start when prompted.

=
e SRR T .

Regurring Dasly Standup

Recurming Tech Group Meeting

GoToMeeting

Sales Department Meeting

Cancel a scheduled meeting from an Android device

1. Open the GoToMeeting app for Android and log in to your account from the Host tab. If you don't
already have the app installed, download the free GoToMeeting app for Android.

2. Tap the name of the meeting you would like to delete and then tap the Delete button.

3. When prompted to delete the meeting, tap Delete.
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Start a Meet Now from an Android device

1. Open the GoToMeeting app for Android and log in to your account from the Host tab. If you don't
already have the app installed, download the free GoToMeeting app for Android.

2. If you've previously scheduled meetings from your Windows or Mac desktop, they should appear.
To start an instant meeting, tap Meet Now

Recurring Daily Standup
Recurring Tech Group Meeting

Sales Department Meeting
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GoToMeeting App for iOS Session Features

Some GoToMeeting App for iOS features are only available for those using the app from an iPad.
However, many features are accessible from all iOS devices, allowing youto hold a session comparable

to a session held from a desktop.

View and manage the Attendee List

1. Tap the Attendee List icon B 10 view the attendees and organizers in-session.

ﬁ

Attendees

Tap to Share Conte m
' Prese

Presanting from the 1Pad iooes iis bes when pou’re shanng mler

Share a Whiteboard

Gebch ideas with dmwang bools.

&
s

Leave or end a session from an iOS device

1. To leave a session from an iOS device, tap the Leave icon .

2. If you're an attendee, select Leave Meeting to exit the meeting. If you're an organizer, you have 2

options:
eEnd Meeting for Everyone — Ends the meeting completely and disconnects everyone from the
session.
o eave Meeting — Allows the meeting to continue after you leave by making someone else an
organizer.
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Mobile Feature Comparison
The GoToMeeting app for iOS and the GoToMeeting app for Android both offer different features than

those available for GoToMeeting, GoToWebinar and GoToTraining desktop users. Use the chart below to
see what is available on each app for iOS, Android and Windows devices.

GoToMeeting session features:

Features i0S Android Windows RT Windows Phone
Join a meeting v J v 4
Leave a meeting v J v 4
Start a meeting v J v 4
Schedule a meeting J v X X
View a meeting v J v 4
Meet Now v y N 4
Invite Others Y v X X
Prom(_)te others to J Y y Y,
organizer (iPad only)
Promote others to J Y y Y,
presenter (iPad only)
Webcams Y X X X
(iPad only)
Chat v v J 4
Attendee list v J v 4
View shared screen y J v 4
Screen sharing Y X X X
(iPad only)
Drawing tools v X X X
(iPad only)
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GoToWebinar session features:

Features i0S Android Windows RT |(Windows Phone
Register for a webinar v v Y 4
Join a webinar v Y| Y 4
Leave a webinar v Y| Y 4
Chat Y Y v N
Attendee list v Y| Y 4
View shared screen y Y| Y 4
Hand raising Y v X X
Polls Y v X X
Question and Answer v v X X

GoToTraining session features:

Features i0S Android Windows RT Windows Phone
Join a training Y X X X
Leave a training Y X X X
Polls Y X X X
Hand raising Y X X X
Tests Y X X X
Materials v X X X
Break Timer Y X X X
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Join Sessions

Register for a Session

If you'd like to attend a session as an attendee, you'll first need to register for the session using the
Registration URL in your GoToWebinar invitation. After you register, you'll receive a confirmation email
with information on how to join the session when it's time.

Register to attend a session
1. Open your GoToWebinar invitation email.
2. Click the Registration URL to open the registration form.

3. Fill out all required fields, including your first name, last name and email address. Then click
Register.

4. Once you've successfully registered, you'll see a Registration Confirmation page.

o If the organizer sets up automatic approval, you'll immediately receive a confirmation email with
information on how to join the session.

o [f the organizer sets up manual approval, the organizer must first approve your registration
before you'll receive a confirmation email.

You can add a GoToWebinar appointment to your calendar as a reminder to join the session at the
specified time and date.

5. When it's time for the session, just click the Join URL in your confirmation email. Don't share the
Join URL with anyone — it's unique to you.

o If you're registering for a webinar sequence, you can use the same Join URL to join all sessions.

o If you're registering for a webinar series (where you can choose which sessions to attend), you
must use a different Join URL to join each session.The Join URLs will be provided in the
confirmation emails that you'll receive for each session once you register.
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Join a Session

After you've reqgistered for a webinar, you can easily join the session when it's time. You can join sessions
from the web, desktop application or a mobile device!

Join a session from a mobile device

Join a session from your invitation email

1. Open your GoToWebinar confirmation email.

2. Click the Join URL when it's time to start. Don't share your Join URL with anyone —it's unique to
you. If the session is not yet open to attendees, you'll see a message that tells you to come back at

the scheduled start time.

TR R
' vl Trek = it
n-i){'_' K, W = ] Q\UJ‘
L]
=

1. Please join my Websnar

hitps:ffglobal gotowelingd comyjoin/ 116975091

2. ¥ou will be connected to audio using your computer's microphone and speakers [VoiP]. A headset is recommeenided

Webenar I 116915097

GoToWebinar®

Wishinars Made Eaiy™

3. If you're on a desktop computer, you may need to first download the Citrix Online Launcher file for
Windows or Mac to launch GoToWebinar.

4. Once you're in-session, choose one of the audio options provided by the organizer to connect to the
audio conference. You can choose your preferred audio option from the Audio pane of your Control

Panel.
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Join a session from the web
1. Go to the GoToWebinar website, and click Join a Webinar.

2. Enter the Webinar ID listed in your confirmation email, and type in your email address. Click
Continue.

Join the Webinar

To pain & Webinar, emer the Webinar ID and your emad address

Wabinar 1D

Email Address . m

3. If you're on a desktop computer, you may need to first download the Citrix Online Launcher file for
Windows or Mac to launch GoToWebinar.

4. Once you're in-session, choose one of the audio options provided by the organizer to connect to the
audio conference. You can choose your preferred audio option from the Audio pane of your Control
Panel.
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Join a session from the GoToWebinar desktop application

1. If you already have GoToWebinar installed onto your computer, right-click the GoToWebinar daisy
icon @ in your system tray, and select Join.

&8 GoToMeeting
Meet Now...
Schedule a Meeting...
My Meetings..,

&8 GoTo\Webinar
Webinar Mow...
schedule a Webinar..,
My Webinars...

Help
Preferences...
About...

Log Out
Exit

2. On the "Join a session" dialog, enter the Webinar ID, and click OK.

BB Join a session - GoToMeeting g!'

Please enter the Meeting, Webnar or Training ID.

m |

[ oc [ concel |

3. You may need to first download the Citrix Online Launcher file for Windows or Mac to launch
GoToWebinar.

4. Once you're in-session, choose one of the audio options provided by the organizer to connect to the
audio conference. You can choose your preferred audio option from the Audio pane of your Control
Panel.

Join a session from a mobile device

1. Open the GoToMeeting app for Android or GoToMeeting app for iOS. If you don't already have the
app installed, you can easily download the free mobile apps.

2. If you know the 9-digit session ID, you can join the session by simply opening the GoToMeeting app
and entering your name and the session ID. Or, you can tap the Join URL in your GoToWebinar's
invitation email to automatically join.
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Control Panel and Grab Tab

When you first start or join a session, the Control Panel appears

GoToWebinar User Guide

A N "Fle. G|.:|mns WView *.;au; 6' | :ll
on the right side of your screen. Use the Control Panel to - oy —
manage your session. To free up space on your desktop, you | =¥ _
can collapse the Control Panel and use the Grab Tab to u
continue to manage your session. G 6 @ @ @
_u Show rly Stag Gre Changa
Organizer Control Panel P e e i

 Screen Sharing: Present a document, PowerPoint '“ (Gt aconing)] 2438 G3 remaiong e
presentation or whatever you want to share with the + Dashioard oo
audience. @ + tudience View DO T X

e Keyboard and Mouse Control: Give keyboard and mouse | (&4 - Atendeeist @ik 191) L
control to someone so they can control your screen. == Ahendess (1) Staff (2)

e Co-Organizers: Make someone a co-organizer so that & B s NAMES
person can present and control the session like you. You & @ = & Jim Jones (Organizer, Prese...
can also make someone a panelist so they can speak ; Bacients v Eues)
and present during the webinar and answer assigned
guestions.

e Change Presenter: Change presenters so that someone ! -]
else can show their screen.

e Drawing Tools: Annotate directly on your screen to e
highlight, _caII out and draw atltentlon to your document, O Telaphone
presentation or whatever you're sharing. @ Mic & Speakers Seftings

e Dashboard: Monitor the session at-a-glance and quickly &0 <
view the timer, attendance, raised hands and more.

e Audience View: View a thumbnail image of what S — =
attendees see when you share your screen. :

e Attendee List: View the names of all the participants in- e Stop Sharing My Webcam
session.

e Audio: Use the Audio pane to switch between Telephone, hih %
Mic & Speakers and /or Conference Call Numbers (if T IR ke
available). [l  Show Answered n.uesmns

e Invite Others: Invite attendees during a session by _ _ fabe
emailing the invitation or copying and pasting the join
information.

¢ Polls: Engage your attendees and focus their attention in-
session.

e Question and Answer: Allow attendees to ask Questions .
to organizers during a session.

e Chat: Send and receive Chat messages in-session. = i

¢ Recording: Record the presenter's screen, audio and e
shared applications during a session, then upload and Canynu mnkemprer;ente ?
store the recording for people to view. Me (o Al - Entire Audience

e Leave and End a Session: Leave or end a session IS D
anytime during the session.

Al - Entire Audience | S
My Webinar
Webinar D: 104-815-555
GoTo\Webinar
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Invite Others

You can invite additional attendees during a session by emailing the invitation or copying and pasting the
join information. Attendees who haven't registered must first fill out the required reqistration fields and

submit the registration form before they can join the session that's already in progress. You cannot invite
organizers and panelists in-session — you can only invite attendees and promote them to an organizer or

panelist after they've registered and joined the session.

Email the GoToWebinar invitation while in-session
1. From the Attendee List pane in the Control Panel, click Invite Others.
2. Then select Email to open the GoToWebinar invitation in your default email client.

3. Enter the attendee's email address to send them the invite with information on how to join the
session.

=| Aftendes List (2 | Max 201} =] )
Attendees (1) Staff (1)

& I A B & NAMES - ALPHABETICALLY ~

¥ 2 % Jacksen John

& mute 21 || <320 Invite Others

Search (=)

Copy and paste the GoToWebinar invitation while in-session
1. From the Attendee List pane in the Control Panel, click Invite Others.
2. Then select Copy to Clipboard to copy the Join URL and Webinar ID.
3. Paste the content into another email client or application.

4. Send the session information to an attendee.
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Test Connection with GoToWebinar

You can test your GoToWebinar connection in-session to determine if you've established a passing
connection.

Test your connection in-session (Windows only)

1. Click the GoToWebinar menu, and select Preferences. Or, right-click the GoToWebinar daisy icon
@ in your system tray, and select Preferences.

2. Select the Connection tab, and click Test Connection.
3. The Test Results section displays your connection status.

ePassed: You've established a connection.
e Fail: You haven't established a connection.

- —
ﬂ Preferences - GaToWebinar E

Category Connectan
Start Up
General Test your GoTaoMeeting connecton
Meetings T
?-J-ﬁh:is 1. Click Test Conmection: | Test Connection
Train -
Recm':d?:u; 2 If the connection test fals:
[n%am vigit the Support Center

0 —
Audio
Wshcam

Test results

Connection test: Mot Tested

Having trouble connecting?

You may need to enter your Windows username and password or domain if you have a proxy that
prevents you from connecting to GoToWebinar.

If you don't have a proxy, please check to see that you have the minimum system requirements.

© 2014 Citrix Online, LLC. All rights reserved. 80



GoToWebinar User Guide

Audio

If the organizer schedules a session that gives attendees the flexibility to use different audio options,
attendees can use the Audio pane to switch between Telephone and Mic & Speakers. If you're having
trouble connecting to the audio conference, see Audio Help.

Use Telephone to connect to the audio conference

You can use a landline or mobile phone to dial in to the audio conference. Once you're in-session, you'll
have access to your unique Audio PIN.

1. In the Audio pane of your Control Panel, select the Telephone option.
2. Dial into the audio conference using the provided telephone number.
3. When you're prompted, enter the Access Code, and then press "1".

4. Enter your unique Audio PIN, and then press "#" on your keypad. If you don't enter your Audio PIN,
the organizer won't be able to mute you in-session.

o If you want to see if the organizer provided additional numbers (e.g., toll-free numbers), click
additional numbers in the Audio pane to access all the phone numbers available for the

session.
= At
# Telephana [En~]

I Mic & Speakers

Chal ?tl;ﬂl:lﬁ:lﬂ?g-ﬂlg { P Ay
Access Code: 115-875-301 WAsN

Audio PIN: 3 addinonal conference call numbers are;
i you're aiready on the cal press & f

erence Call Mumber: - GoTolesting £l

{and addiional numbers ) :i_iI'I:Ed States: +1 (805) a79-4149
Problem dinkng in? |United Siates -.u-II-r'u_-e : 1 888 5568 4149

o If you're having trouble dialing in to the audio conference, click Problem dialing in? in the Audio
pane to access alternate telephone numbers from a different network provider.
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Use telephone with an alternate phone number

If you're experiencing problems dialing in to the audio conference, you can use an alternate phone
number (toll, toll-free and/or international numbers) from a different network provider to connect to the
audio conference.

1. In the Audio pane of the Control Panel, click Problem dialing in? to access alternate telephone
numbers from a different provider.

2. When you're redirected to the Can't Dial in to the Conference? web page, choose your preferred
dial-in country if available.

Can't Dial in to the Conference?

If you're hawving 1ssues reaching the number prowvided, please try this number instead

What's Causing This?

\. United States |+ Alelaphone prosider is experancing an outage. We
Iry ko provide an allemate number from another
z IEAEL 107 4 T9T
Dial: =1 (BB} 3071721 telephone provider

Organizer Access Code: 5T8-483-082

Anendes Access Code: 6B03-625-601
-
Panelist Access Code: 564.237.393 Questions
Audio PIN: Shown after il'.l:lll|'|I:| e S&s53100 Cantact Global Customer Supoart or tweel o us

e gotawebenar

3. Try calling the number provided instead. Toll (long-distance), toll-free and/or international numbers
for one or multiple countries may be available, depending on what the scheduling organizer chooses
to provide.

If an alternate number is not available, you can still join the audio conference using your built-in
microphone and speakers (VolP) by selecting Mic & Speakers in the Audio pane.
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Manage audio via telephone commands (organizers only)

Organizer Telephone Commands

Command Feature Details
*2 Count Provides the number of attendees dialed in to the
conference.
*3 On-hold beep controls Sets the on-hold beeps. Pressing *3 sets the

following options:

e On-hold beeps on (default).
e On-hold beeps off.

*4 Menu Provides a menu of available conference
commands.
*5 Listening Modes Sets listening modes for the audience. Meeting

organizers can cycle through three listening modes
by pressing *5.

e Mute: organizers and panelists can unmute
themselves by pressing *6

e Mute: organizers and panelists cannot
unmute themselves

e Unmute: organizers and panelists are
unmuted (default)

*6 Mute/Unmute Mutes the organizer's line. Pressing *6 again will
unmute the line.

*8 Chime Controls Sets entry and exit chimes. By default, entry and
exit chimes are on. Pressing *8 cycles through the
following options.

Entry chime and exit chime on (default)
Entry and exit chimes off

Entry chimes off exit chime on

Entry chime on exit chime off
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Manage audio via telephone commands (attendees only)

Attendees Telephone Commands

Command Feature Details
*3 On-hold beep controls . .
Sets the on-hold beeps. Pressing *3 sets the following
options:
e On-hold beeps on (default).
e On-hold beeps off.
*4 Menu Provides a menu of available conference commands.
*6 Mute/ Unmute Mutes the participant's line. Pressing *6 again will
unmute the line.
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Use Mic & Speakers (VolP) to connect to the audio conference (Windows)

Your audio quality may vary depending on your audio software, hardware, operating system and Internet
connection. We recommend using a USB headset plugged into your computer and placing your
microphone away from other speakers or devices.

1. In the Audio pane of your Control Panel, select the Mic & Speakers option to connect to the audio
conference over VoIP (requires microphone and speakers).

2. Test your audio hardware and audio input and output by selecting File>Preferences next to the
Mic & Speakers option.

3. In the Preferences window, test your microphone and speakers setup. You'll be muted while you're
testing your audio setup. Make sure to select the appropriate device.

e Test your microphone setup: Speak into your microphone. If your microphone works, the audio
indicator will turn green.

e Test your speakers setup: Click Play Sound to check that you can hear audio from your
speakers. If your speakers work, you'll hear sound.

If your microphone or speakers aren't working, try selecting another device that's connected to your
computer from the drop-down menu until the audio indicators turn green.

4. Click OK when you've verified that your microphone and speakers are working properly.
5. To mute or unmute yourself, click the Mute icon in the Grab Tab.

: _
¢ The Mute icon is green when you are unmuted and people can hear you.

e The Mute icon &J is gray when you are muted and no one can hear you.

Use Mic & Speakers (VolP) to connect to the audio conference (Mac)

1. In the Audio pane of your Control Panel, select the Mic & Speakers option to connect to the audio
conference over VoIP (requires microphone and speakers).

2. Test your audio hardware and audio input and output. The audio indicators should turn green when
you or other attendees speak.

If your microphone or speakers aren't working, try selecting another device that's connected to your
computer until the audio indicators turn green.

o |f your microphone is not working, change your audio input device from the drop-down menu. Try
talking into the microphone to test if the audio is picked up.

o If your speakers are not working, change the audio output device from the drop-down menu.
Listen to see if you can hear audio.

3. You may adjust the speaker volume on your Mac if needed.
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Test your audio setup (Windows only)

Test your audio setup by clicking Settings in the Audio pane of your Control Panel. Or, you can right-

click the GoToWebinar daisy icon @ in your system tray, and select Preferences > Audio. Check to
see if you're using an appropriate audio device. Click Play Sound to check that you can hear sound
from your speakers. Speak into the microphone to test your microphone setup.

§8 Preferences - GoToMeeting o s

Category Sy
Start Lp
General

Mestrgs
x\-,.h::,g,s _dg Microphone Setup

Reoording
Integrations

Comsction (Mcrophone (i-Dadadepter)  1x| 2 ue
ffudba |

Webcam

Sekect a device and speak into the micraphane b test:

The mefer vall turm gresn when your microphone is working.
o) Spealers Sanp
Select & dence and dick Play Sound o test
| Speakers (2- A0 Adapter) w| o
Chck Play Sound and verify you can hear it playing from your speskers
| Play Sound

Advarced
| Automatically adjust my system miver setbngs
o | Lige auitomatic volume 3nd NoBE [o0essng

Usualy improves audio qualty when people are taking. Undheddng
may improve Bhe quality of music or other audio sournces.

s Aude Feedback tised Additionl Help?

6&__|_l’.‘-l1cni

Edit audio mode (organizer only)

As the organizer, you can edit the audio mode in-session if you'd like to provide additional audio options
for your attendees.

1. In the Audio pane of your Control Panel, click Edit on a Windows computer. On a Mac, click the
Edit Audio Options drop-down icon ®.

2. Select Edit Audio Mode from the drop-down menu.

3. In the Edit Audio Mode window, change your audio options. You can only select either Use built-in
audio conferencing or Provide your own conference call information — but not both.

e Use built-in audio conferencing
e Provide VolIP only (requires microphone and speakers)
e Provide a conference call number only
o Provide both
eProvide your own conference call information
¢ Organizers
e Panelists
o Attendees

4. Click OK to save your changes.
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Play or disable on-hold beeps (organizers only)

1. In the Audio pane of your Control Panel, click Edit on a Windows computer. On a Mac, click the
Edit Audio Options drop-down icon ®.

2. Select Play On-Hold Beeps from the drop-down menu. If there's a checkmark next to it, then
everyone will hear beeps while on-hold. If no checkmark appears next to it, no one will hear any on-
hold beeps.

= Audio
O Telgahana A
@® Mic Edit Audio Mode...

&MAUT ¥  Play On-Hold Beeps
Play Entry/Exit Chimes

Play or disable entry or exit chimes (organizers only)

1.In the Audio pane of your Control Panel, click Edit on a Windows computer. On a Mac, click the Edit
Audio Options drop-down icon @.

2. Select Play Entry/Exit Chimes from the drop-down menu. If there's a checkmark next to it, then
everyone will hear chimes when someone enters or exits the session. If no checkmark appears next to
it, no one will hear entry or exit chimes.

Use the Sound Check Wizard

You can check your speakers and microphone by using the Sound Check Wizard in the Audio pane of
your Control Panel.

1. Click Sound Check in the Audio pane.

= Audio

C Telephone
® Mic & Speakers

Sound Check
&0 L]

2. The Sound Check Wizard will open on the Microphone pane.

¢ To test your microphone, select the different available microphones and then speak. The
microphone that shows the most green bars is the one that will have the best audio quality
during the meeting.
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Sound Check

& LD o Q

Start apaaking to tes! your cumrent microphone

& Microphons

rophone ptronics .
bl
¥ou're wEng this microphong
' Wi cronpErane |
™ Mhicropkhone =
Mrophone BATHHD

P

¢ To test your speakers, select the different available speakers and click the Play button. The
speakers that show the most green bars are the ones that will have the best audio quality
during the meeting.

Sound Chec
& Lb) e

Select n spanker option 0 test your sound

WOU'FE WSNg tNese speakers.
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Co-Organizers

If you're the scheduling organizer, you can make someone a co-organizer so that another participant can
present and control the session like you. Attendees and panelist can be promoted to organizers in-
session but won't have access to post-session features, such as reporting, archiving recordings and
sending follow-up emails. Panelists can speak and present during the session and answer assigned
guestions, but the organizer first has to give a panelist the presenter role before they can present.

Add a panelist before a session starts
1. Log in to your GoToWebinar account.
2. Select My Webinars from the left navigation to choose your scheduled session.
3. On the Manage Webinar page, select Edit next to Panelists.
4. Enter the person's name and email address.
5. To add another panelist, click Add Another Panelist.

6. When you're done, click Save. You can view your panelists on the Manage Webinar page. Your
panelists will receive an invitation email with a link to join the session.

My Webinars + Manage Webinar - Panelists

Panelists for "My Webinar"

e Eiall Addrias What Are Panelists?

Panelsis may join practice

5283i0ns and Bnswer assignad

James Johnson “ e " g
guestions. They receive a fink to
join the webinar and iis practice
FEHFIONG

Add Another Panelist

Save Cancel
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Add a panelist in-session

1. To make someone a panelist during a session, right-click their name from the Attendee List and
select Make Panelist.

2. When you're prompted to make them a panelist, click Yes.

3. If you want a panelist to show their screen, right-click their name from the Attendee List and select
Make Presenter.You can also select the Change Presenter button from the Screen Sharing pane to
choose their name.

= Aftendes List (3] Max 1001} LI
Attendees (1) Staff (2)
& [ A B B & HAMES - ALPHABETICAL..~
'1&' R ol
Sam Sine:
- Connecied to Audia

¥ Mute Sam Sine

Lower Sam Sine's Hand

# Mt Make Presenter...
| Search Make Panelist...

Make Organizer...
= Budi -
O Tele Allow Drawing
) Mic Choose pen color r
Allow Attendee List
& MUTI
Send Chat Message...
Copy Email Address to Clipboard
+ Pois
i Dismiss 3am Sine...
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Make someone a co-organizer before a session

You can make someone a co-organizer before the session begins so they can start the webinar if you
are unable to.

1. Go to the My Webinars page and select the webinar you would like to add a co-organizer to.

2. On the Manage Webinar page, click Edit next to co-organizers.

GDTQWEQ}II'IH.F GoTaMesting | GoTowebingr | GoTaTraining | My Accounl | 247 Support | Log Qut

Py Webinars + Manage VWabinar

Manage Webinar for "Webinar"

My Webinars
Schedule a Webinar
My Becordings
Webinar Histary A Mreite . Schadula Similar Wabinar | Cancal Wakinar g Praclice Hg Start
Generate Repons

Satings Set Up Your Wehinar

Tithe Edil
Wiebinar

Descriprion

vaalerar

Date and Tima Erit
Bom, Jan 20, 2014 E:00 PRI - 2:.00 P PET

Add Lo Calendar

BAuidio Edil
Farlicipanis can wse their compulers mecapnhone and speakars [WolP) or telephons.

United Siates

Toll-free: 1 B85 201 G455

Tell: 1 (B45) 307-1001

Ancess Code: T14-579-743

Mucha PIM: Showm after joming the wehinar

Branding =dit
Custarmize 12 brandng for this wekonar.

Co-arganizers Edit
Mo co-organizers

Panelists Edit

Mo panalksis

© 2014 Citrix Online, LLC. All rights reserved. 91



GoToWebinar User Guide

3. Search for a user on your account by entering their first name, last name or email address.

GﬂTﬂWEbiﬂElr‘ GoTobMestng | GoToWebmar | GaTaTraining | My Accownl | 247 Suppoil | Log Ou
Py Webinars - Manage Webmnar + Co-organizers

My Webinars . - . "

P —— Co-organizers for "Webinar

My Recordings
Webinar History

Generate Reports Co.organizens Resend Invitation  Remose
Sattings

Add co-organizars 1o help you manags the wehinar

s Add Organizer

4. Once you have selected the user you would like to add to the meeting, click Save.
5. To share the meeting invitation with the co-organizer, click Share or forward the Calendar invite.
The co-organizer can now start the meeting by clicking the Webinar Invitation URL.

Make someone an organizer in-session

1. During a session, right-click a participant's name from the Attendee List.

2. Select Make Organizer. Once you make someone an organizer, they have the same abilities as
you do for the remainder of the session.
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Screen Sharing

Screen Sharing allows you to present a document, presentation or whatever you want to share with your
attendees. If you have multiple monitors set up, you can choose to share all monitors or single monitors.
If you have multiple applications running on Windows, you can choose to share only one program,
application, monitor or window. You can also show a clean Windows desktop to hide icons and the task
bar, as well as blank out the background, so that the focus remains on the content you are presenting to
your attendees.

Start Screen Sharing

1. To begin speaking to the entire audience, click Start Broadcast. Otherwise, only staff members will
be able to hear you. When you're ready to start sharing your screen, click the Show My Screen
button in the Screen Sharing pane.

2. Use the Screen drop-down menu to choose what you want to share. By default, your main monitor
is displayed. If you're on a Windows computer, you can also choose to show specific applications and
a clean screen.

Note: Sharing specific applications or a clean screen is not currently available on Mac, so we
recommend closing any windows you don't want attendees to see before you start sharing your
desktop.

Fle Options View Hep @~ u = ] File Options Vew Help ﬂ- 0
| = Scresn Shanng

Anendees Stll On Hold EELEETGEL ISR

= Screen Sharmg

Swppad _Ho one sees your screen 0
ps ~r

[5-- —'] o Screen af Wam monBor 1
- E [_ Sereen of Wan monBor 1 - CLEAN (hide icons, background § taskbar

q Screen of monlor J
Scresn of monlor 2 - CLEAN
Both scresns

Bodh screens - CLEAN

i GoToMesting, GaToiWebinar & GaToTraining

0 nbox - Microsof Ouliook
& Screen Shanng Pane - GoTolestng - Google Chrome

& Snapl

-

Pause Screen Sharing

1. If you want to temporarily pause Screen Sharing, click the Show My Screen button again.Your
screen remains frozen on the last image attendees see until you re-start Screen Sharing.

2. Toresume Screen Sharing, click the Show My Screen button.
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Stop Screen Sharing

1. If you want to stop showing your screen to attendees, click the Stop Showing Screen button in the
Screen Sharing pane to disable it. Attendees see the GoToWebinar Viewer when you stop sharing
your screen.

eTo resume Screen Sharing, click the Show My Screen button.

e To leave the session without ending it for everyone else, click File > Exit - Leave Webinar. .
You need to make someone an organizer to hold the session in your absence.

¢To end the session for everyone, click File > Exit - End Webinar or simply click the Quit icon
¥ at the top-right corner of your Control Panel.

HDFaces Video Conferencing

GoToWebinar with HDFaces is a high-definition video conferencing technology that combines screen
sharing, audio conferencing and video conferencing. Organizers and panelists can share up to 6-high
resolution video conferencing streams in a webinar. A resizable viewer and customizable layouts allow
you to adapt to numerous monitor and projection configurations. All you need is an Internet connection
and a webcam to begin enjoying a telepresence-quality experience!

=
o
9
Lo
u
&
L
-
L

Cetailed Ensinoanng

Share or stop webcams from the Control Panel

You and your attendees can share webcams in any of the following ways:

e Click the Webcam icon Q on the Grab Tab.
e Click the Share My Webcam button in the Webcam pane on the Control Panel.

e Select Share My Webcam from the Webcams drop-down menu.
Click the Webcam icon ™ next to your name in the Attendee List (Windows only).
Right-click your own name in the Attendee List, and select Share My Webcam.
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= Webcam

@ Shere My Webcam |

Organizers can send webcam requests to attendees in any of the following ways:

e Click the Webcam column on the Attendee List.
¢ Right-click an attendee's name from the Attendee List, and select Send Webcam Request from
the drop-down menu.

= Aftendes List (3| Max 101} LI

Attendees (1) | Stafm{2)
s Ewp MAMES |

£ B = @ Jim Jones (Organizer, Prese...
& _|Mackenzie Man (Panelist)
Mackenzie Man (Panelist):

- Connecled o Audio

Mute Mackenzie Man (Panelist)

Send Webcamn Request
| & Muieal  Make Presentesr..,
Malke Crganizer...
Give Keyboard and Mouse

Allow Drawing
Choose pen color [
Allow Attendee List

Send Chat Message...
Copy Email Address to Clipboard

Dismiss Mackenzie Man (Panelist)...

Organizers can turn off attendee webcams in any of the following ways:

e Click the Webcam icon ™ next to an attendee's name. Attendees will see a yellow tool tip or dialog
indicating that the organizer has closed their webcam feed.
¢ Right-click an attendee's name from the Attendee list, and select Stop Webcam Sharing.

= Aftendees List (3] Max 101} 5

Agtendees (1) . Stafr (2)
& E - NAMES
& ¥ m« @ Jim Jones (Organizer, Prese.. »
& Mackenzie Man (Panelist)

(e o)
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Manage your webcam from your video feed

e Temporarily Pause/Play your video by selecting the

Pause icon III or Play icon II on the top-right corner
of your webcam feed. (a)
¢ Resize the webcam Viewer and Screen Sharing using
the slider. You can click and drag any part of the slider
to adjust the display. (b)
¢ When only webcams are being shared, participants
can resize webcams by clicking and dragging the
bottom-right corner of the Viewer. Expand and
minimize how webcams and/or screen sharing is
displayed by clicking and dragging the bottom-right
corner of the Viewer.
¢ If only webcams are being shared, you can
adjust the size and position of the webcam
Viewer from the Webcams drop-down menu by
selecting one of the following Webcam

P 4]

Positions:
e Top
o Left
e Bottom
¢ Right
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Toggle the webcam layouts

Attendees can change the webcam position from the Webcams drop-down menu located in the top-left
corner of the viewer or the Webcam pane in the Control Panel (only available when both webcams and
Screen Sharing are enabled).

e Share My Webcam - Shares your own webcam.

e Stop Sharing My Webcam - Stops broadcasting your own webcam.

¢ Hide Webcams - Hides the webcam viewer but still broadcasts your webcam feed to other
attendees.

o Always in Front - Keeps webcams on top of all other applications and windows (only available for
Windows organizers and all Mac participants). Hiding webcams decrease bandwidth consumption.

= Webcam
e Stop Sharina My Webcam Webcams v
Stop Shaning My Webcam
= Chaj Hide Webcams
Me (i Webcam Position
Welct
T
dacky b
Can y Left
i b Bottom
Right
Al - En Always in Front
Preferences...

Remove webcams for all participants

From the Options menu, organizers can uncheck the Attendees Can Share Webcams setting to remove
the option for all participants to share webcams.

[Fie Options View Heb @~
| v Attendee List

Audience View

Chat

Dashboard

Polls (0/0)

Questions

Webcam

x|

LSS SiA|ASlS

Recording

Auto-Hide the Control Panel
Hide Contral Panel

Default Control Panel Layout
Save this Startup Layout
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Manage your webcam settings

1. Open the File menu > Preferences > Webcam. Or, right-click the GoToMeeting daisy icon &8
from your system tray, and select Preferences > Webcam.

2. From your Webcam Preferences, you can view the following:

e Your camera — Shows the make and model of your detected webcam.

e Select a display format — Adjusts the aspect ratios of webcam feeds. 4:3 is the normal display
and 16:9 is the widescreen display.

e Advanced — Modifies your hardware settings from within GoToMeeting. Customizable options
depend on your webcam manufacturer.

T e _

Garmral B Webcam Sefup

Your camera:
Lagitech Webcam Pro 9000 Advanced

Select a display format:
& 4:3 (Mormal) 16:9 (Widescreen)

Questions? Visit the 5 .
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Recording

You can record a session and store the recording for attendees to view at a later time. The presenter's
screen, the audio and shared applications are recorded. By default, recording is enabled, but if you
previously disabled it, you must first adjust your recording settings before you can record a session.

Enable recording from your settings

1. On a Windows computer, right-click the GoToWebinar daisy icon @ and select Preferences. Ona
Mac, open GoToMeeting, click the GoToMeeting menu and select Preferences.

2. Select Recording in the left navigation.
3. In the Audio section, choose the audio format:

eDon't record audio: Records the presenter's screen only.

eUse GoToWebinar audio service: Records everyone who speaks via VolP or telephone.

eUse your own audio service: Requires a physical input device. A mic can record your voice
only. A phone patch can record everyone who speaks.

4. In the Video section, choose the recording media format:

eRecord in GoToMeeting format: Requires no processing or conversion time. Viewable in
Windows Media Player 9 or newer. If someone doesn't have GoToWebinar installed, they must
install the GoToMeeting codec before they can view the recording.

e Convert to Windows Media Player file: Requires additional processing time after you stop the
recording, but anyone can view it using Windows Media Player 9 or newer. Your recording file
automatically begins converting after the sessions ends.

5. Browse to a location on your computer where you want to save the recording - a location on your
hard drive is best. Click Save. If you don't choose a recording location before the session begins, the
default location is the My Documents folder.

6. In the Preferences window, click OK.

& Preference: - GoToWebinar ot st

Category Fecording
General Audio
Don't recird Sudie

@ Use GoToMesing ntegrated Sud
Aecords ever yone who spasks (s morophone o telephone

Use your own sudio servics

Regures a physical input device. & microphone vll necond just your
voice. A phone patch device vill record everyone who speaks

et oo help?

Recordngs

@ Record m GoToMeetng format
L] :r:rr-::rg‘rr.n..r Some LUSers may need to instal & codec

before viewing in Windows Meda Player, Mot Mac compatbie

Comvert to Windows Media Player fie

Requres addbonal processing time after recording, but allows anyone

o view using Windows Media Player,

28N morg
Save nc
C: Wsersimauneen. lau\Documents Browess
o Canced
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Start recording a session
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Note: We recommend having 2 organizers record the session in case 1 organizer encounters any issues

that may potentially disrupt the recording.

1. In the Screen Sharing pane of your Control Panel, click Start Recording.

= Screen Sharing

File Optionz View Help 2

*®

Give Chang
Keyboard Prezen
& Mouse
sining Settings

2. The free storage space available in the saved recording file location is displayed next to the button.

At least 500MB of free space must be available to record a session in GoToMeeting format, and at
least 1GB of free storage space for Windows Media Player and .MOV format. If the recording space

drops below 100MB, the recording automatically stops.

Everyone in-session will see a notification that the session is being recorded at the bottom of the

Control Panel.

= Chat

[Type message here]

Al - Enfire Audience Wil Send 'k:.-'
Mt How
Maeting ID: 100-T57-405
@ Thiz sesaion & being recorded

GololYleeting

f you Sont wanl 1o be reconded, muls yourssll and dont
whare your screen. You may also eave the sesson

Stop recording a session

1. In the Screen Sharing pane of your Control Panel, click Stop Recording to temporarily pause or

stop recording altogether.

2. The recording may take some time to process and convert, depending on which recording media
format you chose. If you didn't choose a location to save your recording to before the session started,

the recording file is located in the My Documents folder.
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GoToMeeting Recording Manager (Mac)

If you record a session on a Mac, you must first convert the recording file to an .MOV file before anyone
can view it. Using the GoToMeeting Recording Manager, you can easily convert multiple recordings at
once either immediately after you end a session or whenever it's convenient for you.

Recording sessions on Macs is only available if you're running Mac OS X 10.6 (Snow Leopard) or higher.
If you're a Mac organizer using GoToMeeting v5.2, your recordings will be saved as .MP4 files. To both
upload and stream .MOV files to the GoToWebinar website, you must use Mac OS X 10.7 (Lion).

Convert Your Mac Recordings

1. After you end a session on a Mac, the GoToMeeting Recording Manager automatically launches
and prompts you to convert your recording (if you haven't changed your default settings). You can
choose Not Now or Convert Recording.

AN GoToMeeting Recording Manager

{ _ Your recording needs to be converted before anyone
can view iL

You can do this now, or when it's convenient for you, You
may alie choose to convert additional recordings at this
time.

Mot Now | .Connﬂ Recording 3

"l‘ Recordings You Mead Ta Convent

I=| Converted Recordings

2. If you click Not Now, you can launch the Recording Manager later from Preferences -
GoToMeeting > Convert Recordings Now. To convert your recording immediately, click Convert
Recording to launch the GoToMeeting Recording Manager.

If you have older recordings you need to convert as well, expand the "Recordings You Need To
Convert" option to see a list of all your recordings that need to be converted.

3. Choose the recording(s) you need to convert by selecting the check box next to the recording. Then
click Convert Recordings.
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LoToMeeting Recording Manager

Your recording needs to be converted before anyone
can view it.

You can do this now, or when it's convenient for you, You
may also choose to convert additional recordings at this
time.

Recordings You Need To Convert

Session Title Date and Time
'._-‘f Meet Now Mar 20, 2012 11:00 AM |
f Meeat Now Mar 27, 2012 12:59 PM o

Ii Convert Recordings

|| Converted Recordings

Session Title Date and Time

Meet Now 3-20-12 10.48 AM Mar 20, 2012 10:48 AM @
Meet Now 3-20-12 10.58 AM Mar 20, 2012 10:58 AM E
Meet Mow 3-20-12 11.01 AM Mar 20, 2012 11:01 AM a

(" Open Recordings Folder )

The conversion process may take some time depending on the size of your recording. If you want to
delete a recording without converting it, click the Trash Can icon mr next to a recording.
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Converting "Meet Now™ (1/2)

-

2% Complete [ Cancel

E:_l-j Converted Recordings

Session Title Date and Time

Meet Mow 3-20-12 10.48 AM Mar 20, 2012 10:48 AM @
Meet Now 3-20-12 10.58 AM Mar 20, 2012 10:58 AM @
Meet Now 3-20-12 11.01 AM Mar 20, 2012 11:01 AM 4]

{ Open Recordings Folder |

4. After the conversion process is completed, you can share the .MOV file via email, YouTube, Vimeo,
etc., and anyone can view it. In the Recording Manager, either click the Magnifying Glass icon @ next
to a converted recording or click Open Recordings Folder to open the location where your converted
recordings are stored.

By default recordings are stored in /Users/<current user>/Documents/Recordings. To change where
recordings are saved, open Preferences - GoToMeeting > Recordings > Choose to browse for a
new location.

Give Keyboard and Mouse Control

If you're a presenter, you can give keyboard and mouse control to an organizer, panelist or attendee so
they can control your screen. You can always override the attendee by moving your mouse to re-gain
control. Making an attendee a presenter automatically makes the attendee a panelist until the end of the
session.

Give keyboard and mouse control to another organizer or panelist

1. In the Screen Sharing pane of the Control Panel, click the Give Keyboard & Mouse button.
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2. Select an organizer or panelist's name from the drop-down menu. Or, you can right-click their name
from the Attendee List and select Give Keyboard & Mouse.

= Sereen Sharing

Paused

6 Ghu'e Keyboarﬂ and Mouse:

Show My Stop
(Soenv]  Showing eyt

i pEused Srsmen & Mnu{l
1.4 68 remaning —

3. When prompted to confirm that you'd like to give them control of your keyboard and mouse, click
Yes.

4. Once the organizer or panelist accepts control, they can control your screen.

¢ To take back keyboard and mouse controls, click the Give Keyboard & Mouse button, and

select your own name.
e To temporarily take control of your keyboard and mouse, simply move your mouse or begin
typing to override the other person's control over your screen.

Give keyboard and mouse control to an attendee
1. From the Attendee List, right-click an attendee’'s name.

2. Select Give Keyboard & Mouse from the drop-down menu. Once you give keyboard and mouse
control to an attendee, they automatically become a panelist for the remainder of the session.

3. When prompted to confirm that you'd like to give them control of your keyboard and mouse, click
Yes. Once they accept control, they can begin controlling your screen.

Take back keyboard and mouse control
1. In the Screen Sharing pane of the Control Panel, click the Give Keyboard & Mouse button.
2. Select your own name from the drop-down menu.

3. When prompted to confirm that you'd like to take back keyboard and mouse control, click Yes.

Temporarily take control of your keyboard and mouse

1. Simply type or move your mouse to re-gain control temporarily. The other person can continue to
control your keyboard and mouse, but you will override their movements.

2. Instruct the person with keyboard and mouse control to resume controlling your screen when you're
finished.
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Change Presenter

During a session, you can change presenters so that someone else can show their screen.

Make someone a presenter in-session
1. Right-click an attendee's name from the Attendee List.

2. Select Make Presenter. Or, use the Change Presenter button in the Screen Sharing pane to
choose the attendee you want to make a presenter.

= Altendes List (3] Wax 101) LI

Attendess (1) Staff (2)
e NAMES |
& E = & Jim Jones (Organizer, Prese... - |
A WMackenzie Man [Parelst)

Mackenzie Man (Panelist)

Connected to Audio
Mute Mackenzie Man [Panelist)

Send Webecarm Reguest
EL MokcProsentern

Make Organizer...

- Al

O T Give Keyboard and Mouse

=N Alow Drawing

] Choose pen color k
Allow Attendee List

Send Chat Message...
Copy Email Address to Clipboard

a Dismiss Mackenzie Man [Panelist)...

3. When prompted to make them a presenter, click Yes. Once you make someone a presenter, you
are no longer the presenter.

4. The attendee will see a dialog saying that they've been made the presenter. When they're ready,
they can click Show My Screen to start sharing content.
Take back presenter control

1. If you made someone a presenter, you can take back presenter control by using the Change
Presenter button in the Screen Sharing pane to choose your own name.

2. When you're ready, click Show My Screen to start Screen Sharing.
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Drawing Tools

If you're presenting during the session from a Windows computer, you can use drawing tools to annotate
directly on your screen to highlight, call out and draw attention to your document, presentation or
whatever you're sharing. You can also engage other presenters or organizers by allowing them to draw

on the screen.

Draw on-screen

1. During a session, click the Drawing Tools menu icon @ from the Grab Tab.

2. Select a drawing tool.

Drawing Tools:

" I Normal non-drawing mode
& Pen
S+Highlighter
& Spotlight
EATOW

Erase all drawings

-
BlGreen
-Bluu

Yellow
v Pecioe)
| R0
| QT
B orange
-Brnwn
Gray
Bl Light blue
o= green

-Eust[:-m Color...

Remember this pen color

Allow another organizer or panelist to draw
1. Right-click a participant's name from the Attendee List.

2. Select Allow Drawing.The participant now has a Drawing Tools icon next to their name in the
Attendee List. They can access the drawing tools from their Grab Tab.

Erase all markings

1. If you're the presenter, click the Drawing Tools menu icon @from the Grab Tab.

2. Select Erase all drawings.

Disable drawing tools

1. If you're the presenter, click the Drawing Tools menu icon @from the Grab Tab.

2. Select Normal non-drawing mode to disable drawing tools for everyone.
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Dashboard

The Dashboard allows you to monitor the session at-a-glance. You can quickly view the timer (duration of
the session), attendance, audience attentiveness, questions and raised hands.

Monitor the Dashboard

o Timer: Begins when the presenter starts sharing their screen. The duration of the session is based
on the scheduled start and end times.

e Attendance: Shows the number of session participants in-session.

e Attentive: Displays the percentage of session participants who have the GoToWebinar Viewer on
top of all other applications in comparison to those who have the GoToWebinar Viewer in the
background.

e Questions: Shows the number of attendee questions waiting for a response. Clicking the number
opens the Questions pane where you can read and respond to open questions.

e Polls Given: Displays the number of Polls that already have been launched and closed over the
total number of Polls waiting to get launched for the session.

e Hands Raised: Shows the number and percentage of session participants who've raised their
hands. Clicking the number opens the Attendee List where you can see who has raised their hand.

- Daszhboard LI
Duration: 60 Minutes
Timer: E_ZT:!‘B_ -32:32|
Aftendance: |3 Here |
| Aftentive: 005
Questions: 0
Hands Raised: 1/1 (100%)
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Audience View
The Audience View displays a thumbnail view of what attendees see when you share your screen. You

can literally see what your attendees are seeing by looking at the Audience View pane.

Note: Audience view is not currently available for Mac users.

View what your audience see
e Audience View: Allows presenters to view a thumbnail image of what everyone else in the session
is seeing.
e Attentive: Displays the percentage of participants who have the GoToWebinar Viewer on top of all
other applications in comparison to those who have the GoToWebinar Viewer in the background.

[ Fie Options View Help g~ 5%

= Screen Sharing

Q00 @ ¢

Show M}' Stop Give Change
Shonwing Keyboard Presenter
wmtw & Mouse

(E=iEsssing] 14 o8 remanng senss
+ [Dashboard LA

= Aydience View [100% L

e —
%um
zary . cmn .
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Attendee List

The Attendee List displays all the participants in-session. You can right-click names, columns or icons to
manage your session. You can toggle between the Attendees tab and the Staff tab to see who's in
attendance.

View and manage the Attendee List

e Attendee List: Displays everyone that can view the presenter's screen but is initially muted on the
conference call. You can also make an attendee a panelists so that they may speak during the
session.

o Staff List (Windows only): Displays the names of organizers, presenters and panelists.

= Aftendes List (3] Max 101) 5 M
Aftendees (1) Staft (2)
i LA HAMES

L t.Jlm Jones (Organizer, Prese... -

] Mackenzie Man (Panalist)

Polls

You can use Polls to engage your attendees and focus their attention on the session. You can create
Polls before the session starts or during the session on-the-fly. After you close a Poll, you can choose to
show the results to your attendees immediately or later. Shared results display total attendee responses
and don't include any individual information. You can view attendees' responses after the session by
creating an Attendee Report.

Launch and close a Poll

1. In the Polls pane, scroll to the Poll you want to launch. Click the Launch button so that attendees
see the Poll in their Viewer.

2. After you've given attendees time to respond, click the Close button to close the Pall.

Show Poll results

1. In the Polls pane, find the Poll you want to share with your attendees.
2. Click the Share button.

3. To resume presenting, click Hide.
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Create or edit Polls in-session

1. Expand the Polls pane in your Control Panel. If you're presenting, first pause or stop Screen

Sharing.

2. Click Manage Polls. Log in to your account if prompted — you'll be taken to the Manage Polls page

where you can create new Polls.

Ky Weabinars -~ Manage Webinar - Polls

Manage Polls for "Webinar Now"

% Create New Poll

Order Paolls

2 Where are you located?

Update Order

How many webinars have you aftended this vear?

After thie sassion, generate an Alendes Raport to view the

Date Modified Remove

May 10, 2012

May 10, 2012

3. After editing your Poll, click Save. You may need to log out of your account to see the new or

updated Polls in the Polls pane.

4. Return to the session, and select a Poll from the drop-down menu. Click Launch. Screen
Sharing will be temporarily paused while the Poll is in-progress.

= Palis (1/2)

Atendees are viewing

0:D6

0% 1-3

0% 4-7

0% B8-12

0% 13-20

0% 21 or more

0% Voted

5. Click Close when everyone has voted. To show the results to everyone, click Share. Then click

Hide to resume the webinar.
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Question and Answer

Before a session begins, you can create Questions to engage your attendees in-session. Attendees can
ask Questions to organizers during a session. You can sort the Questions and flag them with priority. You
can also assign Questions to another organizer or panelist. Only organizers can view all Questions and
Answers, set priority and assign Questions to other organizers or panelists. Panelists can only see
Questions assigned to them.

Answer your attendees' Questions
1. In the Questions pane on the Control Panel, select the Question you'd like to answer.

2. Type your response in the text field, or use the drop-down menu to respond, and click Send
Privately to send the answer to the attendee only or Send to All to send the answer to everyone in
the session.

= Questons 5 X
= Show Answered Ouestions

4 Question Asker
-:E_|_ Will there be anothar Poll? Sam.. “

Vil there be another Poll?

[ SendPrivatey || Sendtosn | )
1 1 don't understand the question. Plesse explain it further.

We'll answeer this later in the Webinar

We'll follow up with you on this after the Webenar
Yes

Mo.

Absolutely!

3. After you've answered a question, a checkmark will appear in the flag column.

Assign an attendee's Question to another organizer or panelist
1. In the Questions pane on the Control Panel, select the Question to highlight the entire row.
2. Right-click the actual Question, and select Assign Question to in the drop-down menu.

3. Choose the name of the organizer or panelist. Whoever you choose will get assigned to the
Question.
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Wil there be another Poll?:

Set Priority ¥
Assign Question To ME
Maddm May (Organcer, Presenter, Me) M@Qu:ﬂiunlu L] I
Oliver O [Panelist) Paste Recent Anzwer »

Send Chat Message...
Copy Email Address to Clipboard

Dismuss Sam Sine...

Enable or disable Question and Answer
1. On the top of the Control Panel, click Options.

2. Select Attendees Can Ask Questions. If the option is checked, attendees can ask Questions. If
the option is unchecked, Q & A is disabled, and no one can ask Questions.

Labs Menu

The labs menu in your Control Panel allows you to enable exciting, new beta features that can be used to
enhance your session! When you use a lab feature, you are agreeing to use a feature that has not been
fully tested and may still have some bugs. If you decide you no longer want to use a lab feature, you can
always disable the feature from your Control Panel.

Enable Lab Features
1. Click File in your Control Panel.
2. Select Labs.

3. If you are using labs for the first time, you must select Agree on the Labs dialog box.

&8 Labs - GoToMeeting = |

| understand that Labs features may contain bugs, emors and other
4  problems and are provided ‘as-s”.

Agree ] [ Cancel

4. You will then see the available lab features under File in your Control Panel. Select a feature to
enable it, and a check mark will appear next to it. Select it again to disable it.
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Fie Options View Help @~ L]
Edit Your Mame and Email... £),
Edit Meeting Subject...

Save Chat Log...

Preferences...

Labs F| ¥ Video Sharing

Bxit - End Meeting v Profile Pictures  [Drop your image file onto Attendee Pane)

v v Allow Pane Undocking

¥ Allow Sharing a Rectangle [new Show My Screen menu items]
FOR INSTRUCTORS ONLY: Show my Control Panel to attendees during screen sharing

= Webcam and Video

@ O =y

Available Lab Features:

Video Sharing - If you select the Video Sharing option, presenters on Windows will see a
Share a Video button in their Webcam pane. Presenters can share .wmv, .asf, .avi, .move
and .mp4 files. Screen sharing and webcams will be paused while you are video sharing,
and videos shared during a session will not be captured in a recording.You can not share a
video directly out of PowerPoint or the web.

= Webcam and Video -]
Share My Share a Video
YWebcam

Profile Pictures - If you select the Profile Pictures option, presenters on Mac and Windows can
assign themselves a profile picture by dragging and dropping an image file onto the Attendee
pane. Attendees will not be able to assign themselves pictures, but they will be able to see
presenter(s)' profile pictures.

= Attendess: 1 out of 26 i
& B = NAMES - ALPHABETICALLY

. 2
Ty m#m Attendee (Organizer...

L]

Allow Sharing a Rectangle - If you select the Allow Sharing a Rectangle option, presenters on
Windows can share a specific, rectangular portion of their screen (rather than their entire screen)
by going to the Screen Sharing pane, clicking the Show My Screen drop-down menu and selecting
Rectangle.
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E + Screen of Main monitor 1
Screen of Main monitor 1, without Control Panel

Screen of monitor 2

Screen of monitor 2 - CLEAM
Both screens

Both screens - CLEAN

Screen of Main monitor 1 - CLEAN (hide icons, background & taskbar)

Screen of Main monitor 1, without Control Panel - CLEAN

@ Labs (2} docx [Read-Only] - Microsoft Word
E New Version Available - GoToMyPC

Office Communicator

1§ Reqistry Editor

& Spotify

Wam | TN T

Rectangle

o Lo | (1

Rectangle - But, hide my icons & taskbar

—

# Mute Al ][ & Unmute Al ] Invite Others

= Chat
-
[Type message here] -
All - Entire Audience )
Meet How
Meeting ID: 106-309-880
GololMeeting
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e Presenters can move the rectangle anywhere on the screen and resize it to fit certain
sections that they want to share. In order to see other rectangle sharing options, presenters
can right-click the rectangle frame.

B Rty Cirdine Msshrage Wieh WD Yides C2 | +
& b getosseeiing (em 2]

& Mo et i Gefing Searted Luimt Hasdiine

Host unlimited meetings, Go mobilé
webinars or trainings. Collabora

eShow Control Panel to Attendees - If you select the Show Control Panel to Attendees option,
presenters on Windows can show their Control Panel to attendees while screen sharing if they
wish to demonstrate how to use or navigate the Control Panel (typically, the Control Panel is
invisible to attendees). Presenters must remember to turn this feature off when they are done
instructing so as to not confuse attendees.
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Chat

Organizers and panelists can chat with each other to instantly send and receive private messages in-
session. Organizers can also send a Chat to the entire audience. Organizers can save a Chat log after
the session ends to review messages later.

Chat with another organizer or panelist

1. From the Chat pane in the Control Panel, choose an organizer or presenter's name using the To
drop-down menu. Or, from the Staff tab in the Attendee List, right-click an organizer or panelist's

name.
2. Enter a message in the provided field, and click Send.

= Chat LI

We (to All - Enfire Aydence

Welcome fo the webinar

Thank you for participating in the webinar, We
hope to see you scon’

Al - Entire Audience b |5|:m:1

Send Chat To:

W All - Enfire Audence
Organizers and Panslists Dnly
Oliver O [Panekst)

Send guestion to Staff

Send a Chat to everyone
1. In the Chat pane of the Control Panel, use the To drop-down menu, and select All.

2. Enter a Chat in the provided field, and click Send. The message will appear in attendees' Question
panes.

Save a Chat log
1. On the top of the Control Panel, click File > Save Chat Log.
2. Then browse for a location on your computer to save the Chat log.

3. Click Save. Your Chat log will be saved to the location you choose.
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Desktop Notifications (Windows)

Desktop Notifications is a free GoToWebinar feature for Windows users designed to deliver simple and
effortless access to complimentary Citrix software upgrades, information, news and discounts you may be
eligible for. Desktop Notifications delivers information right to your desktop, allowing you to safely receive
important product information that is relevant to you. Desktop Notifications are sent only by Citrix as a
service to our customers.

Show desktop notifications

Occasionally, when you are connected to the Internet, Desktop Notifications will automatically connect
with Citrix servers to see if there are any new messages for you. If there are any messages for you,
Desktop Notifications will display them on your computer screen.

$ 25% off on GoToMeeting with HD Faces | &3

Get free GoToMeeting service!

Do you have colleagues or clients who
would benefit from online meetings?
Share an exlended 45-day free trial and
get a free month for each who subscribes -

8¢ GoloMesting

7 Show me deskbop notifications @) What is thie?

@ s e

Disable desktop notifications

1. To disable desktop notifications, unselect the "Show me desktop notifications" check box the next
time a notification appears.

2. You should no longer receive natifications on your desktop.
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Leave and End a Session

You can leave or end a session anytime during the session — even before the scheduled end time. You
have the option to leave a session without ending it for everyone else in-session so that everyone else
can continue with the session.

Leave a session without ending the session for everyone

1. While in-session, make sure there's another organizer before you leave the session. If there isn't
another organizer, right-click someone's name from the Attendee List, and select Make Organizer.

Wait until the person has accepted organizer control before leaving.

2. From the Control Panel, click the Quiticon ¥ on the top-right corner. When prompted to leave or
end the session, click Leave the Webinar. Or, you can click File > Leave Webinar to exit a session.

ﬁ Leave Webinar or End Webinar? - GeToWebinar @

Before you can leave, you must choose another Organizer to run the
\Webinar in your absence. Otherwise, you must end the Webinar for all.,

End a session for everyone

1. On the top-right corner of your Control Panel, click the Quiticon %. Or, you can click File > Leave
Webinar to exit a session.

2. When prompted to end the session for everyone, click Yes.
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The Registration Report shows details about your registrants, including the registration date and time, as
well as registrant data. Use Registrant Reports to track the registration process for an upcoming session.

The Registration Report may include the following data (depending on any customizations you have in

the registration form):

Date Range Last Name Custom Questions
Webinar Title Email Address Address

Webinar Date Approval Status City

Scheduled Start Time Phone State/Province
Scheduled Duration Organization ZIP/Postal
Registered Organization Job Title Country

First Name Questions and Comments Industry

Purchasing Time Frame

Role in Purchase Process

No. of Employees

Generate a Registration Report from the Generate Reports page

1. Log in to your GoToWebinar account.

2. Select Generate Reports in the left navigation.
3. Select the report type:

o Regqistration Report — Shows when each person registered for the training and their answers to
the registration questions.

¢ Attendee Report — Shows details about each attendee, including registration information and how
long they attended the session.

e Performance Report — Shows high-level statistics on the session.

e Survey Report — Shows a session’s Survey questions and attendee’s answers.

o Recorded Webinar Report — Shows details about viewers and when the recording was
downloaded.

3. Choose a date range within the last year, or choose specific From and To dates to filter your report
data.

4. Click Show Webinars to see the results.

5. To export the data, click Generate Excel Report.
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Generate Reports

Step 1: Select Report Type
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Generate a Registration Report from the Registrants page
1. Log in to your GoToWebinar account.
2. Select My Webinars in the left navigation.
3. Click the title of a session to go to the Manage Webinar page.
4. In the Registrant Management section, click Manage.

5. On the Registrants page, click Registration Report to export registration data to Excel.
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The Attendee Report shows details about attendees, including registration, Q & A responses, in-session
time and interest rating. Use Attendee Reports to follow up with interested attendees after a session. Any
custom registration questions you added to the registration form will appear in the report.

The Attendee Report may include the following data (depending on any customizations you've added):

Date Range Attended Custom Questions
Webinar ID Address Registration Date
Webinar Title City Question and Answer
Webinar Date State/Province Poll Question

Actual Duration ZIP/Postal Interest Rating

Total Attended Organization In-Session Time
Name Job Title Duration In-Session

Email Address

Questions and Comments

Survey Question

Country

Generate a Report

Phone

1. Log in to your GoToWebinar account.

2. Select Generate Reports in the left navigation.

3. Select the report type:

o Regqistration Report — Shows when each person registered for the training and their answers to

the registration questions.

¢ Attendee Report — Shows details about each attendee, including registration information and how

long they attended the session.
e Performance Report — Shows high-level statistics on the session.

e Survey Report — Shows a session’s Survey questions and attendee’s answers.

o Recorded Webinar Report — Shows details about viewers and when the recording was

downloaded.

3. Choose a date range within the last year, or choose specific From and To dates to filter your report

data.

4. Click Show Webinars to see the results.

5. To export the data, click Generate Excel Report.
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Generate Reports

Step 1: Select Report Type
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Performance Report

The Performance Report shows high-level statistics on the session from start to finish, including data on
the success of a session.

The Performance Report may include the following data:

Date Range Registered Number of Surveys Submitted

Webinar ID Attendance Rate Survey Response Rate (%)

Webinar Title Average Attentiveness Time

Webinar Date Average Attendee Number of Attendees

Actual Duration Interest Rating Percentage of Total Attended
(%0)

Total Attended Question and Answer Average Attendance Duration

Polls Polls Response Rate (%) Response Rate

Generate a Report
1. Log in to your GoToWebinar account.
2. Select Generate Reports in the left navigation.
3. Select the report type:

o Regqistration Report — Shows when each person registered for the training and their answers to
the registration questions.

¢ Attendee Report — Shows details about each attendee, including registration information and how
long they attended the session.

e Performance Report — Shows high-level statistics on the session.

e Survey Report — Shows a session’s Survey questions and attendee’s answers.

o Recorded Webinar Report — Shows details about viewers and when the recording was
downloaded.

3. Choose a date range within the last year, or choose specific From and To dates to filter your report
data.

4. Click Show Webinars to see the results.

5. To export the data, click Generate Excel Report.
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Generate Reports

Step 1: Select Report Type
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The Survey Report shows the session’'s Survey questions and attendee's answers. Use the Survey

Report to view your attendee's responses.

The Survey Report may include the following data (depending on any customizations you've added):

GoToWebinar User Guide

Report Generated Time

Email Address

Last Name

Webinar ID

Submitted Date/Time

First Name

Survey Name

Survey Questions/Responses

Generate a Report

1. Log in to your GoToWebinar account.

2. Select Generate Reports in the left navigation.

3. Select the report type:

o Regqistration Report — Shows when each person registered for the training and their answers to

the registration questions.

¢ Attendee Report — Shows details about each attendee, including registration information and how
long they attended the session.
e Performance Report — Shows high-level statistics on the session.

e Survey Report — Shows a session’s Survey questions and attendee’s answers.
o Recorded Webinar Report — Shows details about viewers and when the recording was

downloaded.

3. Choose a date range within the last year, or choose specific From and To dates to filter your report

data.

4. Click Show Webinars to see the results.

5. To export the data, click Generate Excel Report.
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Generate Reports

Step 1: Select Report Type
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Recorded Webinar Report

The Recorded Webinar Report shows details about your recording history, including who registered to
view recordings and when recordings were viewed.If you choose to attach a recording in a follow-up
email, the Recorded Webinar Report will also show which attendees viewed the recording from the follow-
up email. Use the Recorded Webinar Report to see past data on recording uploads, views, etc.

The Recorded Webinar Report may include the following data (based on any customizations you've
added):

Date Range View Time/Date State/Province

Webinar Date First/Last Name ZIP/Postal

Webinar Title Email Address Country

Recording Upload Date Organization Phone

Total Registered Address Custom Questions

Total Recordings Viewed City Questions and Comments

Generate a Report
1. Log in to your GoToWebinar account.
2. Select Generate Reports in the left navigation.
3. Select the report type:

o Regqistration Report — Shows when each person registered for the training and their answers to
the registration questions.

¢ Attendee Report — Shows details about each attendee, including registration information and how
long they attended the session.

e Performance Report — Shows high-level statistics on the session.

e Survey Report — Shows a session’s Survey questions and attendee’s answers.

o Recorded Webinar Report — Shows details about viewers and when the recording was
downloaded.

3. Choose a date range within the last year, or choose specific From and To dates to filter your report
data.

4. Click Show Webinars to see the results.

5. To export the data, click Generate Excel Report.
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Generate Reports

Step 1: Select Report Type
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View Webinar History

You can view webinar history to see information on your past sessions, including the session’s date, time,
title, duration and attendees. If a session has just ended, it may take up to 15 minutes before it appears in
your webinar history. Your webinar history is stored for 90 days after a webinar's scheduled end date.

View past webinar history
1. Log in to your GoToWebinar account.
2. Select Webinar History from the left navigation.

3. On the Webinar History page, sessions you've hosted within the past 90 days are shown.

View attendee details

1. On the Webinar History page, select the number in the Attendees column to view attendee details
(i.e., name, email address and join and leave times) for a past session.

2. To export the attendee data to Excel (.XLS), click the Export to Excel button.

© 2014 Citrix Online, LLC. All rights reserved. 129


http://global.gotowebinar.com/

GoToWebinar User Guide

FAQs

Join a Session

Review frequently asked questions on joining a session.

Can | attend a GoToWebinar session from an iPad, iPhone, iPod touch or an Android smartphone or
tablet?

How do | register and join a session?

When you receive a GoToWebinar email, click the Registration URL to register for the session. You can
then join the session at the scheduled time in any of the following ways:

e Click the Join URL in your confirmation or reminder email, which you received when you
successfully registered for the session.

¢ Visit the Join the Webinar page. Type or copy and paste the Webinar ID from your invitation email,
and enter your email address.Then click Continue to enter the session.

Do | need a GoToWebinar account to attend a session?

No, you don't need a GoToWebinar account to attend a GoToWebinar session.

What are the system requirements for attending a session?

e Internet connection

¢ Windows® 8, 7, Vista, 2003 Server or XP

e Mac OS® X 10.6 (Snow Leopard®) or newer
¢ Internet Explorer® 7.0 or newer

e Mozilla® Firefox® 4.0 or newer

e Safari™ 3.0 or newer
e Google Chrome™

See the full_System Requirements for more information.

Can | attend a GoToWebinar session from an iPad, iPhone, iPod touch or an
Android smartphone or tablet?

Yes, you can attend sessions on your iPad, iPhone, iPod touch or Android smartphone or tablet as an
attendee only. You won't have the ability to share your screen if given presenter control.

Can | view presentations in full-screen mode?

Yes. On the top of the Attendee Control Panel, select the View menu > Full Screen. Or, you can click
the View button on the Grab Tab to toggle between Full Screen and Window mode.
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Audio Conferencing FAQs

Review frequently asked audio conferencing questions.

Is there a cost for using the integrated audio conferencing feature?

Your plan includes unlimited audio at no extra cost. You can use toll-based phone conferencing or VolP
(requires microphone and speakers) exclusively or allow participants to choose between both options.
You can also provide your own conference call number for organizers, panelists and/or attendees, but
you won't be able to choose our integrated audio conferencing options if you do so.

If you purchased a plan that provides toll (long distance) numbers, participants who dial in are charged
their standard long-distance rate for calling. If you purchase Integrated Toll-Free service, your participants
can dial in using a toll-free number, and you'll be charged according to the plan that you select.

You and your attendees can also connect to the audio conference free of charge by choosing the Mic &
Speakers (VolP) option where you can send and receive audio over the Internet at no cost using a
microphone and speakers connected to your computer. (A USB headset is recommended.)

Is there a toll-free audio option? How do | sign up?

If you'd like to purchase Integrated Toll-Free audio service provided by Citrix Online Audio so that your
participants can dial in by telephone using toll-free numbers, call us at 1 866 962 6492. You can then
provide your participants with a toll-free number if you so choose. Over 45 countries are available for toll-
free numbers.

With this service, you can give your attendees the option of dialing in using VolP, toll (long distance) or
toll-free audio conferencing without any additional equipment needed.

Can | mute/unmute all attendees at once?

You can mute all attendees at once, but you can't unmute them all at once. You can also individually
mute and unmute up to 25 attendees.

Can | mute/unmute individual attendees?

As the organizer, you can easily mute attendees on VolIP by clicking the Microphone icon & or

Telephone icon next to their name in the Attendee List. You can mute attendees who dial in by phone
only if they entered their Audio PIN. Attendees will be able to unmute themselves if they wish to speak.

Can | use my own toll-free phone numbers for all of my sessions?

Yes. As an organizer, you can easily change your default audio options from the Settings page. Simply
log in to your account, and select Settings to adjust the audio options for future sessions. To provide your
, select Use my own conference call service on the Settings page, and enter the conference call info
for attendees (and optionally for organizers and panelists). Then click Save to apply the audio settings for
all future sessions (new default setting).
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What microphone/speaker configuration is recommended for best audio quality
using VolP?

For optimum audio quality, we recommend a USB headset connected to your computer, or USB
headphones and standalone microphone connected to your computer. Analog versions are okay, but not
ideal. We don't recommend using a webcam mic.

Can I test the quality of my microphone and speakers setup before a session?

Yes. Just right-click the GoToWebinar daisy icon @ in your system tray, and select Preferences >
Audio to choose the device(s) you want to test.

Where can | go for help with audio problems?

Please see our_Audio Help for tips on how to troubleshoot common audio problems

Can | broadcast my computer's audio?

Although GoToWebinar is designed to broadcast audio over VolP or telephone, you can also broadcast
recorded audio from your computer. Due to some sound card limitations, these instructions may not
always work on every system.

Broadcast audio on Windows 7 or Vista

1. Right-click the Speakers icon [ in the system tray, and select Recording devices.

2. On the Recordings tab, right-click the first item on the list, and select the Show Disabled Devices
option.

3. Check that Stereo Mix is the default device, and click OK.
Broadcast audio on Windows XP

1. Double-click the volume icon in the system tray.

2. Select Options > Properties.

3. Below Adjust Volume for, choose Recording.

4. Check that Stereo Mix is enabled, and click OK.

5. On the Recording Control window, select the check box under Stereo Mix.
Broadcast audio using hardware

You will need the following:

e Two 3.5 mm audio splitters (one male, two female)
*One 3.5 mm audio patch cable (two male ends, typically 3" long)

1. Plug one splitter into your line out port (typically green for speakers).
2. Plug the other splitter into your microphone port (typically pink).
3. Plug the patch cable into the splitter on line out and then into the splitter on your microphone.

4. Plug your microphone into the microphone splitter, and then plug your speakers into the line out
splitter.
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Is there any way to see if there are any unidentified callers in my meeting?

e Yes, internal customer support reps and Account Managers can enable the "Audio Attendee
Identification” feature from the User Settings page. Organizers will then be able to see any
unidentified callers who have called into the meeting (as well as attendees who have called into
the meeting without joining the screen-sharing portion of the meeting) but have not entered their
Audio PIN.

Integrated Toll-Free Audio FAQs

Review frequently asked Integrated Toll-Free audio questions.

What is Integrated Toll-Free Audio Service?

Integrated Toll-Free audio service provided by Citrix Online Audio allows you to offer your attendees a
toll-free number option. With Integrated Toll-Free, you have the flexibility to schedule your sessions with
any combination of toll-based, toll-free and VolP audio.

How much does it cost to use the Integrated Toll-Free audio service?

Per-minute charges are based on your service contract, and minutes are calculated per participants. For
instance, if 3 participants dialing to the session for 10 minutes using the toll-free option, you will have
used 30 minutes of your plan. Those who join by regular toll numbers are charged rates based on their
own long-distance provider. There are no additional charges for those who join a session using VolP.

How am | billed for the toll-free service?

You will receive a separate monthly invoice from Citrix Online Audio, LLC for any toll-free minutes used
by you and your attendees.

How do | add the toll-free option to sessions that I've already scheduled?

For any sessions that were scheduled prior to enabling toll-free integration, the regular toll-based
conference numbers will automatically be changed when toll-free numbers are added to an existing
session. It is recommended that you resend the invitation email to participants so they have access to the
new toll-free audio information. The Webinar ID and URLs will stay the same, and the new toll-free
number will be provided to attendees in the Waiting Room, as well as in the Audio Pane of the Control
Panel.

How do | schedule a session with Integrated Toll-Free?

When you're scheduling a session, click Edit countries in the Audio section to choose which toll-free
numbers you'd like to provide to attendees.

For which countries do you offer international toll-free & long-distance (toll)
service?

See the available international toll-free and long-distance (toll) numbers.
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Is there anything different about recording a session with Integrated Toll-Free?

Whether you or your attendees join with VoIP, long distance or toll-free audio, you can seamlessly record
audio. Open Preferences > Recording > Use GoToMeeting integrated audio.

How can | cancel Integrated Toll-Free?

If you'd like to cancel your Integrated Toll-Free service, please contact our 24/7 Global Customer Support.

Multi-Seat Admin FAQs

Review frequently asked Multi-Seat Admin questions.

What is a multi-seat admin?

A multi-seat admin is someone that can add up to 39 organizer seats and manage those organizers in the
Multi-Seat Admin Center. Multi-seat admins can add more seats online from the My Accounts page until
they reach 39 organizer seats. Adding more than 39 seats upgrades the account to a corporate plan and
must be done offline by corporate sales.

What are the benefits of a multi-seat plan?

Multi-seat plans offer a lighter version of the corporate plan, letting you purchase and manage up to 39
organizer seats online. You have more features than an individual plan with only 1 organizer seat, and
you can manage everything online. You can purchase a monthly or annual plan and cancel at anytime.

How does a multi-seat plan differ from a corporate plan?

Multi-seat plans can be purchased online (unlike corporate plans) and allows you, as the administrator, to
select up to 39 organizer seats to manage on your account. You can have multiple organizers schedule
and host their own sessions, but you don’t need to worry about all the robust features, like groups and
settings, that corporate plans have. You also have access to the Multi-Seat Admin Center where you can
add/remove organizers, manage seats and run reports.

Corporate plans have more than 5 organizer seats and pay offline via invoice. Purchasing additional
seats is done by contacting sales. With corporate plans, you also have access to a very rich Corporate
Admin Center where you can add/remove organizers, manage seats, change individual and default
settings, customize and brand your account, as well as run reports.

What can | do in the Multi-Seat Admin Center?

You can add organizers by sending them invites using the standard welcome email template or by
creating your own templates and storing them for future use. You can also remove organizers, manage
seats and run reports.

How many organizer seats can | purchase?

Multi-seat administrators can purchase up to 39 organizer seats online from the My Account page. If you
want more than 39 seats, you'll need to contact sales to upgrade to a corporate plan.
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How can | upgrade my multi-seat account from having only GoToMeeting to
having the entire collaboration portfolio?

After logging in, select My Account in the top navigation and select Change Plan. Choose either the
monthly or annual collaboration portfolio plan — you can also change the number of organizer seats by
using the drop-down menu. On the Confirm Your Plan page, click Purchase Now.Your plan will renew on
your billing start date to ensure uninterrupted service. Your credit card on file will be automatically
charged, but you may turn off automatic renewal whenever you want.

Host a Webinar FAQs

Review frequently asked questions on hosting a webinar.

What can | do with GoToWebinar?

With GoToWebinar you can easily set up, deliver and monitor large sessions and online events from
anywhere at any time with up to 1,000 participants.

e Registration: Target and screen your audience with a GoToWebinar registration page branded
with your logo. GoToWebinar will manage your registrants for you and send email reminders to
them before the session.

e Presentation: Attract more audience members by presenting online and reducing travel costs.
Engage your attendees with interactive Polls, Surveys and Q & A.

o Reporting: GoToWebinar reports track attendance, audience feedback and overall success to
help you develop best practices.

Do I have to be at my computer to host a session?
You can host a session from a Windows or Mac computer with Internet access.

e To start a scheduled session, log in to GoToWebinar. Your scheduled sessions will be listed
under My Webinars — just click the Start button next to the session you want to start.

e To host an instant session, click the Host a Webinar button on www.gotowebinar.com, and
enter your account email and password. Then click the Webinar Now button. Your session will
start immediately. To invite people to attend your session, click the Invite Others button in the
Control Panel to send an invite or instruct attendees to join.

e To schedule a session, log in to GoToWebinar, and select Schedule a Webinar from the left
navigation. Enter a title and description, choose the session type, start date, start time, end time
and time zone, and click Schedule.

How do | schedule and set up a session?

Log in to your account, and select Schedule a Webinar from the left navigation. Enter a title and
description, choose the session type, start date, start time, end time and time zone, and click Schedule.
On the Manage Webinar page, you can customize your session with branding, set up and manage
registration, schedule follow-up and reminder emails and more.

How do | start a scheduled session?

Log in to your account. Your scheduled sessions will be listed under My Webinars — just click the Start
button next to the session you want to start.
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How do | start an impromptu session?

On a Windows computer, you can right-click the GoToWebinar daisy icon @ in the system tray and
select Webinar Now to start a session immediately. Once you're in-session, you can click Invite Others
to invite other people (Webinar Now sessions can accommodate up to 200 people).

What do | do if my attendees can't hear my voice or see my screen?
Both audio and Screen Sharing need to be turned on once you start a session.

e To enable audio for your attendees, press *1 on your telephone, or click the Start Broadcast
button at the top of your Control Panel. (The Start Broadcast button appears when using Mic &
Speakers and when you enter the Audio PIN while using the telephone.)

e To enable Screen Sharing, click Show My Screen in your Control Panel.

If attendees still can't hear your voice or see your screen, test your GoToWebinar connection.

GoToWebinar Roles

Review frequently asked questions on roles in GoToWebinar FAQs.

What is an organizer?

An organizer has a GoToWebinar account and schedules, starts, manages and ends a session. An
organizer can also designate other attendees to be organizers or panelists. Once a session starts, the
scheduling organizer is the default presenter and may either begin presenting or pass the presenter
controls to another organizer or panelist.

What is a panelist?

A panelist is a person who presents and/or answers questions assigned to him or her during a session. A
panelist can be given the presenter controls at any time during the session and is able to speak on the
conference call by default. Panelists do not need to have GoToWebinar accounts to participate in web
events.

What is a presenter?

A presenter is the person who is presenting their screen to the audience. The GoToWebinar organizer is
always designated as the initial presenter. The presenter role can then be passed to another organizer,
panelist or attendee.

Presenters can show their complete desktops, a clean screen (with no icons or taskbar) or a specific
application window to the audience. Presenters may choose to pause Screen Sharing at any time.
Presenters may give other organizers or panelists the ability to control their keyboard and mouse.

What is an attendee?

An attendee is someone who can view the presenter's screen but is initially muted on the conference call
to minimize background noises that would detract from the presentation. If you're using integrated audio
conferencing, the organizer can unmute up to 25 participants (including panelists and other organizers),
whether they're using telephone or Mic & Speakers (VolP). If additional attendees need to speak, a
corresponding number of unmuted participants will first need to be muted (only 25 participants may be
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unmuted at any time). You can also make an attendee a panelist so that they may speak during the
session.

Attendees do not need to have GoToWebinar account to participate in web events.

How many people can speak on the call at once?

When using integrated audio conferencing, up to 25 participants can be unmuted and speak on the call
at any one time.

In-Session FAQs

Review frequently asked in-session questions.

How can | view what my attendees see during a session?

When you're presenting on a Windows computer, the Audience View in your Control Panel shows you a
thumbnail view of what your attendees see.

How can | make an attendee the presenter so that they can share their screen?

During the session, you can right-click an attendee's name in the Attendee List, and select Make
Presenter. The attendee now becomes a panelist for the remainder of the session and can share their
screen.

How can panelists view Q & A?

If you promote a panelist to an organizer role, they can view and manage Q & A from the Control Panel.
The panelist now becomes an organizer for the remainder of the session and has full control of the
session like you.

How can my co-organizer launch a Poll for me so that | can participate in the
polling?

Whoever launches the Poall can see the Poll in their own Control Panel and in the attendees’ Viewers. If
you're presenting, another organizer can launch a Poll so that you can view and respond to the Poll from
your Control Panel.

HDFaces Video Conferencing FAQs

How is HDFaces different from other web conferencing video solutions?

We provide the highest resolution video conferencing quality currently available among web conferencing
providers — up to 6 streams at 640p x 480p for a maximum resolution of 1920p x 960p. Best of all, there's
no additional cost to use HDFaces with GoToMeeting!

What are the system requirements for HDFaces video conferencing?

e [nternet connection with cable modem, DSL or better
¢ Windows® 8, 7, Vista, XP or 2003 Server, or Mac OS® X 10.6 Snow Leopard® or later
e Dual core 2.4GHz CPU or faster with at least 2 GB of RAM
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o Internet Explorer® 7.0 or later, Mozilla® Firefox® 3.0 or later, Google Chrome 5.0 or later or
Safari® 3.0 or later

e 700 Kbps or more bandwidth recommended per participant for simultaneous screen sharing, audio
and video conferencing

Which webcams are recommended?

Video conferencing will work with most standard video conferencing webcams. From our testing, we
highly recommend the following webcams:

e Logitech® HD Pro Webcam C910
e Logitech HD Webcam C510
e Logitech HD Webcam C310

Which webcams are unsupported?
HDFaces video conferencing does not support the following webcams:

4eyeGrab

Hava Remote Video Device

Hava Video Device

BT878 VW to WDM mapper (32-bit)
Live! Cam Notebook Pro (VF0400)

If 6 video streams are being shared and | turn off my video stream, can another
participant share their video?

Yes, panelists and organizers can stop and share video streams at any time. Organizers can also disable
a panelist video stream so that another panelist can share their webcam.

Can | temporarily stop my webcam without giving up my webcam slot?

Yes. You can pause your webcam temporarily by clicking the Pause button @ on the top-right corner of
your webcam feed.

Is HDFaces available on GoToWebinar and GoToTraining?

Yes! HDFaces video conferencing is available for GoToMeeting, GoToWebinar and GoToTraining at no
additional cost.

How do | set up my webcam to use with HDFaces video conferencing?

Install your webcam using the manufacturer's installation instructions. You can set your webcam settings
from GoToWebinarPreferences. We recommend using a headset with mic and speakers (VolP) instead of
your webcam's built-in mic and speakers.

What happens if I install a webcam during an HDFaces session?

In most cases, we should be able to detect your new hardware and allow you to use it during the same
session.
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What are the bandwidth requirements for HDFaces?

We recommend 700Kbps or more per participant for simultaneous screen sharing, audio and video
conferencing. HDFaces uses bandwidth optimization to make the best possible use of any available
bandwidth. If you experience slow performance issues, try closing data-intense applications like
YouTube, Netflix, Skype, etc.

What is the supported video frame rate?

HDFaces supports up to 30-frames/second. The frame rate depends on your webcam, lighting, network
and computer.

Can | join an HDFaces session from an Android or iOS device?

Yes. You can join HDFaces sessions as an attendee, but you'll be unable to view or share webcams and
show your screen if you're using an Android device or an iPhone or iPod Touch. If you're on an iPad 2 or
newer, you can share and view webcams in meetings. In a webinar, you can only view webcams from an
iPad.

What are some video conferencing tips and best practices?

e Secure your webcam on your computer to make sure it's stable and won't move around.

e Choose a location with adequate lighting. If you're sitting directly in front of a window, try moving to
another spot; otherwise, your webcam may only capture your silhouette.

e Position your webcam so that your entire face fills up at least half of your webcam viewer.

e For optimal performance, open Preferences > Webcam > Advanced. If you have a high-
performance webcam, you can enable high-quality features, such as "face recognition" or "right
light," to enhance your video conferencing experience.

How do | select a different webcam if | have more than one plugged in to my
computer?

To select a different webcam, open Preferences > Webcam. If more than one webcam is detected,
simply choose which webcam you'd like to use from the Your Camera section.

Can | record webcams during an HDFaces session?

Although you can record screen sharing and audio, you cannot record webcams at this time.

Why can't | see other participants' webcams?

Your webcam viewer may be minimized, but you can bring the viewer back up again from your taskbar or
dock. If the organizer has unchecked the "Attendees Can Share Webcams" option, you will not be able to
share your webcam. If you previously selected the Hide Webcams from the Webcams drop-down menu,
select Show Webcams.

Why can't other attendees see my webcam?

Double check to see if your webcam is connected to your computer and then try clicking the Share My
Webcam button if you haven't already done so. To see if your webcam has been detected, open
Preferences > Webcam.
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What should I do if I'm experiencing poor video quality?

Make sure you have adequate lighting in your room. If you have low bandwidth, you should make sure
you have nothing else running that might use up bandwidth. If your webcam is out of focus, turn off the
auto-focus setting on your webcam. You can also check to see if you're using one of our unsupported
webcams.

What should I do if my webcam stops working?

If you have low bandwidth or CPU issues, you may see a "Low Bandwidth" or "Computer Overloaded"
message. You'll be prompted to hide all webcams and/or stop sharing your own webcam. If you click Yes,
all webcams and/or your own webcam will be hidden.

To improve bandwidth and CPU performance, close all other programs on your computer, and switch to a
high-speed cable Internet connection (if you haven't already).

Can attendees share webcams?

No, only organizers and panelists can share webcams. If you want an attendee to share a webcam you
may promote them in-session to a panelist or organizer, which will give them the ability to share their
webcam.

GoToWebinar Features FAQs

Review frequently asked features questions.

How do | customize my registration page?

On the Manage Webinar page, click Edit in the Registration Setup section to manage registration:

Add additional registration fields (first name, last name and email address are always required)
Create your own registration questions

Set the approval process

Set up registration notification emails

How do | monitor my attendees during a session?

Using the GoToWebinar Dashboard, you can easily check attendance patterns and monitor attentiveness
by viewing the status bars at the top. Green bars indicate 100% session attentiveness, yellow bars
indicate mediocre attentiveness and red bars indicate lack of attentiveness. You can also see the number
of open guestions and hands raised at any time.

What's the difference between Chat and Q & A?

The Chat feature allows organizers to send private messages to panelists or broadcast messages to all
attendees. The Q & A feature allows attendees to type and send questions to organizers and panelists
who can respond with answers privately or to the entire audience.
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How do | save Q & A sessions?

Question and answer sessions are automatically saved and ready for viewing in the Attendee Report 2
hours after the session's scheduled end time.

Can | allow a co-presenter to help me with a session?

Yes. Organizers may invite additional presenters to a session as panelists. During a session, panelists
are able to speak to the audience or share content from their own computers.

Can | approve registrants before allowing them to attend?

Yes, you can change your registration settings from automatic approval to manual approval so that you
can view all registrants and either approve or deny them before they receive a confirmation email with
instructions on how to join the session.

Can | draw on and highlight screen content during a presentation?

Yes. GoToWebinar allows organizers and panelists on Windows computers to use Drawing Tools to
highlight and annotate their presentation. These tools include highlighter, pen, spotlight and arrow
functions.

Can | conduct Polls and Surveys of my attendees?

Yes. Organizers can create Polls and Surveys before the session begins on the Manage Webinar page.
GoToWebinar organizers can also launch on-the-fly Polls during a session and include a Survey
immediately after the session or in attendee follow-up emails.

Can | upload PowerPoint® presentations?

With GoToWebinar's screen-sharing technology, there's no need to upload your presentation before your
event. Just run it on your desktop and share your screen.

Can | take control of attendee desktops?

Yes, but only if they give you permission. To take control of an attendee's keyboard and mouse, they
must be the active presenter.

How do | share one application and nothing else?

A presenter on a Windows computer can share a single application, program, monitor or window by
clicking the Show My Screen button on the Control Panel and then selecting which application to share.

Recording and Playback FAQs

Review frequently asked recording and playback questions.
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How do | record a session?

On your Control Panel, select View menu > Recording. Click the Settings button in the Recording pane,
and confirm that your Audio and Video options are set appropriately. Click OK to save any new settings.
Once you're ready to record the session, click the Start Recording button.

To pause or stop recording completely, click Stop Recording. If you click Start Recording again, you'll
continue recording to the same file. We recommend having 2 organizers record the session in case 1
organizer encounters any issues that may potentially disrupt the recording. Read more recording tips for
useful information on how to record sessions.

What file formats are supported?
If you select the GoToMeeting format (Windows only):

e Recordings are ready for viewing with Windows Media Player 9 or higher, immediately after leaving
or ending a session.

e To play a recording, viewers must have GoToWebinar or the G2M2 video codec installed on their
computer.

e Mac viewers are unable to view recordings in the GoToMeeting format.

o At least 500MB of disk space is required to record in the GoToMeeting format.

If you select the Windows Media Player format (Windows only):

o Allow time for the conversion to take place. The time needed is dependant on video content, CPU
speed and amount of memory available.

e The recording doesn't require viewers to have GoToWebinar or the G2M2 video codec.

o At least 1GB of disk space is required to record in the Windows Media Player format.

If you select the .MOV format (Mac only):

e Recordings are automatically saved as .MOV files using H.264 compression. (If you recorded on
GoToMeeting v5.2, your recordings will be saved as .MP4 files instead.)

¢ Recordings must be converted using the GoToMeeting Recording Manager before anyone can
view it.

e After completing the conversion process, anyone can view the recording without additional
conversions.

o At least 500MB of disk space is required to record in the .MOV format.

Can people on Macs view recorded sessions on Windows computers?

Yes, but only if the recorded session file has been converted to the Windows Media Player format. The
organizer must select the Windows Media Player format setting before recording the session to allow
people on Macs to view recordings.

How do | convert recorded sessions to Windows Media Player format?

You must select the Convert to Windows Media Player file option from the Recording Preferences
window before the session is recorded.

To access recording preferences, right-click the GoToWebinar daisy icon @ in your system tray, and
then select Preferences > Recording. Or, if you're already in-session, click the File menu on the top of
the Control Panel, and then select Preferences > Recording > Convert to Windows Media Player file.

GoToMeeting will then convert the recorded session into a Windows Media Player file after the session is
over to avoid slowing down the computer during the session.
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How do I record audio? Can I record a session using my own audio service?
If you and your attendees use VolIP or telephone, the audio is automatically recorded.

If you're using your own conference call number, you must have a sound card and an audio input device
like a microphone to record audio. If you're recording a teleconference, you can position the microphone
next to the phone or set up a phone recording adapter to your phone and line-in input on your computer's
sound card.

If you're having trouble with your audio, see Audio Help.

How do | save arecorded session?

Recordings are automatically saved locally to the path indicated in your Recording Preferences when you
end or leave a session. Recordings will include the session's subject in the file name. You cannot change
the location where you would like to save a recording once you click the Record button. If you can't find
your recording, check the path listed in the Recording Preferences. The default location on your computer
that recording files are saved to is the My Documents folder, so if you haven't specified a location prior to
recording the session, the file should be located there.

Where are my recorded sessions stored?

The default location is in your My Documents folder. You can change the location before you begin
recording. We recommend that the location has a minimum of 1GB of free space to accommodate the
recording.

How do | play back a session | just recorded?

Replay a session on a Windows computer in the GoToMeeting format or Windows Media Player
format:

1. If you haven't already, end the session. GoToWebinar will automatically save your file with the date
and time noted after the session title.

2. Navigate to the location where your recording file is saved. The default location is the My
Documents folder. You can check the Recording Preferences to see where your file is stored.

3. Click the file name to start the replay.
4. Maximize the Viewer for best replay quality.

To view a session recorded in the GoToMeeting format, you must either have GoToWebinar installed or
download the GoToMeeting codec. Also, you must wait until the conversion process has finished.
GoToWebinar converts the recording into a Windows Media Player file after the session is over to avoid
slowing down the computer during the presentation.

Replay a session on a Windows or Mac computer in the .MOV format:

1. After converting the recording using the GoToMeeting Recording Manager, either click the
Magnifying Glass icon @ next to a converted recording or click Open Recordings Folder to open the
location where your converted recordings are stored (by default recordings are stored in
/Users/<current user>/Documents/Recordings).

2. You can play the recording on a Mac by double-clicking the .MOV file in Finder. You can share the
.MOV file via email, YouTube, Vimeo, etc., and anyone on a Windows or Mac can view it.
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Can | edit arecorded session?

GoToWebinar Recording allows you to record and preserve sessions as they actually occurred. You may
use an editing software, such as TechSmith Camtasia®, to edit those files. Before editing a recording,
you must first re-encode it using a tool like Microsoft Expression Encoder.

1. Open Expression Encoder.

2. From the File menu, select Import to find your recording.

3. Select the Encode tab, and expand the Video pane.

4. Configure the settings. We recommend setting the Video Output Format to VC-1 Main and setting
Size Mode and Video Aspect Ratio to Source.

Select the Output tab, and choose a location for the saved file.

From the File menu, select Encode to start the encoding process.

Processing time will depend on the length of recording, output settings and your system hardware.
Once re-encoding is completed, you can edit the recording.

o o

Can | email arecorded session?

Depending on the size, session recordings can be zipped and sent by email, sent by FTP or posted on a
website. Viewers must have Windows Media Player 9 or higher to view the recording. If the session is
sent in the GoToMeeting format, recipients must either have the GoToWebinar software installed or
download the GoToMeeting codec.

After you've uploaded a recording to the My Recordings pag, you can also attach the recording to follow-
up emails by clicking Edit next to Follow-up Email on the Manage Webinar page. Then click Select a
Recording under the email template to upload a recording to the follow-up email.

Billing and Cancellation FAQs

Review frequently asked billing and cancellation questions.

How do | change my password?

Log in to your account, and click My Account. Click Edit next to Login Info, and follow the instructions to
change and save your new password. Passwords must contain at least 8 characters and include both
letters and numbers.

How do | cancel my paid subscription plan?

Log in to your account, and click My Account >Turn Off Renewal . Your service will stop, and you will
not be automatically charged. You will lose access to scheduled sessions and reports, but you can log in
at any time to buy a plan.

Since GoToWebinar is a pre-paid service, your service will continue until the end of your subscription
period. At that time, your plan will be discontinued and will not renew again.

If you're on a corporate plan, contact our Corporate Billing Center.

How do | change my plan or switch products?

You can make changes to your plan online at any time. Log in to your account, and select My Account >
Change Plan. Then select a plan and click Purchase Now.

You can also contact Global Customer Support to help you make any necessary adjustments to your
account, or call 1 800 263 6317 or direct dial +1 805 617 7000. If you are calling from outside the United
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States, visit Global Customer Support, select your product and click Contact Us for our international
numbers.

Can | change to a different GoToWebinar attendee tier without affecting my
upcoming sessions?

Yes, changing your plan will not affect your previously scheduled sessions. You can always switch to a
higher attendee limit prior to your scheduled event.

Log in to your account, and select My Account > Change Plan. Then select a plan and click Purchase
Now.

What charges apply when | change my plan?

When you make a change to your plan, your billing will be automatically adjusted and pro-rated against
your current account balance. You will receive a confirmation email receipt after the changes are
completed.

If your new plan selection increases your subscription price, you will be prompted to enter payment. After
submitting payment you will have instant access to the features for the new plan. Your subscription billing
date will change to reflect the date of the change in plan.

If your new plan selection decreases your subscription price, a credit will remain on your account, and by
default account credit will be applied toward your next scheduled payment. All subsequent subscription
billing will reflect the new plan price, and your subscription billing date will change to reflect the date of the
change in plan. If you have credit on your account and would like to request a refund, please contact
Global Customer Support at 1 800 263 6317 or direct dial +1 805 617 7000. If you are calling from outside
the United States, visit Global Customer Support, select your product and click Contact Us for our
international numbers.

My account lapsed. How do | reactivate it?

Log in to your account. If your account has lapsed, you should automatically be directed to the Plan
Selection page in My Account. If not, select My Account > Change Plan. Then select a plan and click
Purchase Now. If prompted, enter updated billing information. Your account will reactivate immediately.

How can | review the charges billed to my account?

You can check your account history by logging in and viewing your recent billing activity at the bottom of
the page.

Who do | contact if | have a billing question or if | need to request a refund?

Contact Global Customer Support at 1 800 263 6317 or direct dial +1 805 617 7000. If you are calling
from outside the United States, visit Global Customer Support, select your product and click Contact Us
for our international numbers.

Will 1 get a receipt for my purchase?

All of your receipts can be found once you log in and click My Account > View All Activity. You will also
receive a receipt via email for your first subscription purchase, subsequent renewals and anytime you
change your subscription plan thereafter.
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Security FAQs

Review frequently asked billing and cancellation questions.

How secure is GoToWebinar?

Your sessions are completely private and secure. All of our solutions feature end-to-end Secure Sockets
Layer (SSL) and 128-bit Advanced Encryption Standard (AES) encryption. No unencrypted information is
ever stored on our system.

How do | use GoToWebinar with firewalls?

Our solutions use HTTP outbound connections to transparently enable screen-sharing sessions, even
with corporate firewalls in place. In most cases, organizers and attendees can connect to Citrix Online's
servers without re-configuring firewall settings.

Can my computer get a virus from downloading the software or attending a
session?

No, neither organizers nor attendees can catch or be exposed to viruses from downloading our software.
We continuously monitor our development environment for viruses and malware, and all of our
downloadable software is digitally signed to prevent tampering by third parties. The warning message
customers might see when they install the software is a default message displayed by their browser
whenever they download executable files.

Do I need to set my browser to accept cookies to use your website?

You can browse our website without having cookies enabled. However, if you need to log in to an existing
account, you will need to adjust your browser's privacy settings to accept cookies. We primarily use
cookies to provide you with secure access to your account.

GoToMeeting App for Android FAQs

Review frequently asked questions on GoToMeeting App for Androids.

Can | use the GoToMeeting app for Android to join GoToMeeting and
GoToWebinar sessions?

If you're running Android 2.2 (Froyo) or higher, you can install the GoToMeeting app from the Google
Play Store to join GoToMeeting and GoToWebinar sessions as an attendee. If you're a GoToMeeting
organizer, you can log in and schedule and start a meeting from the app, but you won't yet be able to
share your screen, so we recommend making someone else who joined the meeting from a Windows or
Mac the presenter or co-organizer.

We recommend using devices with a 1Ghz processor or higher for optimal performance.

How can | download the GoToMeeting app?

You can download the GoToMeeting app from the Google Play Store by logging in to your Google
account that's linked with your Android device and searching for the GoToMeeting app. If you don't see
an Install button, you may not be running Android 2.2 (Froyo) or higher (the minimum system
requirement needed to install the GoToMeeting app).
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You can also download the GoToMeeting app from the Amazon Appstore (only available in the U.S.),
which lets you instantly download the GoToMeeting app to an Android device.

What are the minimum system requirements for joining a GoToMeeting or
GoToWebinar session from my Android device?

Android 2.2 (Froyo) or higher

1 Ghz CPU or higher recommended

WiFi or 3G connection (WiFi and headset recommended)

Free GoToMeeting App from Google Play or Amazon Appstore

How do | join a meeting on my calendar from the GoToMeeting app?

Meetings in the Android Calendar app sync with the GoToMeeting app so you will see a list of your
upcoming meetings on your Join screen. You can quickly join a meeting by tapping the name of the
meeting.

GoToMeeting

Meeting with staff
E10PM - 550 P B

Business meeting
1 - B B8 P
BSd-438- 557

Client meeting

o

Wanl b0 hosi your awn meslings?
You will also see a GoToMeeting widget that displays your upcoming meetings. You can tap the meeting
to view the meeting information, and tap Join to join the meeting.

© 2014 Citrix Online, LLC. All rights reserved. 147


http://www.amazon.com/Citrix-Online-GoToMeeting/dp/B006CYE2HK/ref=sr_1_1?ie=UTF8&qid=1322516946&sr=8-1
https://play.google.com/store/apps/details?id=com.citrixonline.android.gotomeeting
http://www.amazon.com/Citrix-Online-GoToMeeting/dp/B006CYE2HK/ref=sr_1_1?ie=UTF8&qid=1322516946&sr=8-1

GoToWebinar User Guide

Meeting with staff
400 PM
Business meeting
700 PM

2 Join the conferent

Australia: +51 2

Cliemnt mesting
8/30N3

France: +33 18

Germany. +49 B 30
ireland: +353 19 036 185
Ialy: +39 0 794 7515 35
Metherlands: +31 1080

Mew Tealand: +64

MNorway: +47 21 0

(0] 4 Join

Can | schedule meetings from the GoToMeeting app?

Yes, you can schedule meetings from the GoToMeeting app by tapping the Schedule a Meeting button.
You can then select whether or not is a recurring meeting, choose the audio and edit phone numbers.
You can also edit meetings and invite others from the GoToMeeting app.

Can | host GoToMeeting and GoToWebinar sessions on the GoToMeeting app?

You can log in to schedule or start instant or existing meetings from your Android smartphone or tablet,
but you won't be able to share your screen. We recommend making someone else who joined the
meeting from a Windows or Mac the presenter or co-organizer from the Attendee List. Unfortunately, you
can't start GoToWebinar sessions from your Android device at this time.
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L

Recurring Daily Standup
Recurring Tech Group Meeting

Sales Department Meeling

What are some of the unsupported GoToWebinar features?
Organizers and panelists can't do the following:

Host or join a GoToWebinar session
Join a session from a panelist invitation email
Present as a panelist or organizer

[ ]
[ ]
[ ]
e Start Screen Sharing

Attendees can't do the following:

e Start Screen Sharing or accept Presenter Control

Can I record a session from my Android?

No, you cannot currently record sessions from an Android device.

Can I chat from the GoToMeeting app?

Yes, all attendees, organizers and presenters in a meeting can chat by tapping the Chat icon . in the
toolbar, entering a message and tapping Send. You can choose to chat with everyone in the meeting or
privately with another person in the meeting. When you receive a Chat message, the Chat icon will
bounce in the keyboard toolbar.

Chat is currently unsupported for GoToWebinar.

Why do | see an “Unable to Join the Meeting” error telling me that the Meeting ID
is invalid?

If you manually entered the Meeting ID, double check to see that you typed it correctly.
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Why do | have to enable cookies to join? How do | enable cookies on my
browser?

If your browser is set to disable cookies, you must first enable cookies before you can join a session. To
enable cookies, go to your browser's settings and select Accept Cookies.

| prefer to dial in to the audio conference by telephone. Where can | find the Audio
PIN?

You do not need an Audio PIN to dial in to the audio conference by telephone. To dial in to the audio
conference by telephone, you can set your default audio to Phone by going to the Settings tab and
selecting the Phone icon = %  next to Default Audio. If your default audio is set to Phone and you join a
meeting from an Android device, you will be automatically dialed in to the meeting.

You can see if you are connected to the meeting by VolIP or telephone in the Audio tab. If the organizer
has provided dial-in phone numbers, you can switch to telephone by tapping Switch to Phone in the
Audio Tab. In the Audio tab, you'll see a list of phone numbers associated with the session. If the
organizer provides international country numbers, you can choose which country you want to dial into.
Once you tap Dial, you will automatically dial in to the conference from your Phone app and will need to
navigate back to the GoToMeeting app to return to the session.

Why am | disconnected from GoToMeeting when I try dialing in from my phone?

If you're using a device that doesn’t allow simultaneous data and voice sharing (CDMA), you must
connect to the Internet from a WiFi network to dial in using the same device you use to join the session;
otherwise, you'll be disconnected from GoToMeeting. If you aren’t connected to the Internet through WiFi,
you must use your device’s mic and speakers (VolP) or dial in with a different device to connect to audio.

GoToMeeting App for iPad, iPhone and iPod Touch

Review frequently asked questions on GoToMeeting App for iOS.

What can | do with GoToMeeting on an iPad, iPhone or iPod Touch?

Attend online GoToMeeting or GoToWebinar sessions free of charge

Join sessions in seconds by tapping the Join URL in your invitation email

View the presenter's screen

Connect to audio through your iPad, iPhone or iPod Touch's Internet connection or dial in by
phone

Chat with everyone in the meeting, with only organizers or with individual attendees

e See who's talking and who's attending

e Schedule meetings and invite attendees

What are the system requirements for using the GoToMeeting app for iOS?

e (OS5 or later
e iPad 1 or newer, iPhone 3G or newer or iPod Touch 3rd generation or newer
o Free GoToMeeting app from the App Store
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Are there any additional fees for using the GoToMeeting app?

Nope, the app is free, and there's no charge for attending GoToMeeting or GoToWebinar sessions. But
you may be responsible for any long-distance charges associated with dialing in to sessions by phone or
any data charges that may be incurred.

Can | host a GoToMeeting or GoToWebinar session from my iPad, iPhone or iPod
Touch? Can | show my screen if I'm given presenter controls?

Yes, you can log in and host a meeting from an iPad, iPhone and iPod touch with the GoToMeeting app.
Organizers can schedule meetings, start previously scheduled meetings and even launch instant
meetings from the My Meetings screen. Only iPad presenters can share content on-screen. At this time,
you can't host a GoToWebinar session from an iOS device.

Can | schedule meetings from the GoToMeeting app for i0OS?

Yes, you can schedule meetings from the GoToMeeting app for iOS. You can invite attendees to these
meetings, edit the audio and create a meeting password from the GoToMeeting app. Also, you can delete
meetings from the My Meetings screen.

How do | share content as a presenter?

If you're presenting from an iPad, you can share content from the cloud, browser or whiteboard by tapping

one of those options from the Tap to Share Content screen. Presenters must first tap the Play icon n in

the toolbar for attendees to see shared content. The Screen Sharing icon . will turn green when content
is being shared.

Tap to Share Content

Share from it

Share from the Browser

Share a Whitebaard
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Can | invite others to the meeting?

Yes, organizers can invite others by tapping the Invite icon and selecting either Email, Message or Copy
to Clipboard to send the meeting information to others.

As an organizer, can | promote attendees to presenter or organizer?

Organizers can make someone who joins from a Windows, Mac or iPad the presenter so that person can
share their screen. At this time, attendees who join from an iPhone an Android cannot be made
presenters.

From the Attendee List, organizers can make someone else who joined from a Windows, Mac or Android
the organizer. Currently, attendees who join from an iOS device cannot be made an organizer.

Can | see how my screen looks to attendees?

Yes, when sharing content you can preview how attendees are viewing your screen by tapping the
Screen Sharing icon and turning Audience View on. A thumbnail image of what attendees are seeing will
appear on-screen, which you can hold and drag with 1 finger to move it across the screen.

Can | only draw on a whiteboard?

No, presenters can use Drawing Tools to annotate directly on any screen being shared by tapping the
Drawing Tools icon in the toolbar.

Can | join a GoToWebinar session as a panelist?

No, you can't join a session as a panelist on an iPad, iPhone or iPod Touch.

Can | record a session from my iOS device?

No, you can't currently record sessions from an iOS device.

Can | be made presenter during a webinar on an iPad?

No, not at this time.

How does attending a GoToMeeting or GoToWebinar session on an iPad, iPhone
or iPod Touch compare with the experience on a Windows or Mac?

Just as on a Windows or Mac, you can view the presenter's screen, see who's attending and who's
talking. However, some organizer features are not yet available on the iPad, iPhone and iPod Touch.

Unsupported features for GoToWebinar on iOS:

Drawing tools

Presenter controls

Keyboard and mouse controls
Start sessions

Schedule sessions

Unsupported features for GoToMeeting for iOS:

© 2014 Citrix Online, LLC. All rights reserved. 152



GoToWebinar User Guide

o Keyboard and mouse controls of the presenter's desktop

How can | change the view or zoom into the presenter's screen?

You can view the presenter's screen in both portrait and landscape mode. You can also double-tap
anywhere on the GoToMeeting Viewer to change the display to Fill Screen mode. Double-tap a second
time to zoom in to 100% mode. Double-tap a third time to return to the default view — Entire Screen mode.
You can also pinch or expand with 2 fingers, and pan to different parts of the presenter's screen by
dragging 1 finger across the GoToMeeting Viewer.

Can | chat with other meeting participants? Can | ask questions during a
webinar?

During a meeting, you can tap Chat in the toolbar to instantly send and receive messages to everyone in
the meeting, to only the organizer(s) or to individual attendees. You can toggle between meeting
participant names in the Attendee List to read and send messages.

During a webinar, you can tap Questions in the toolbar to send questions to the organizer. You can also
view other attendees' questions and answers if the organizer sends the response to everyone in the
webinar.

Can | connect to audio from the GoToMeeting app?

If the organizer provides both mic and speakers (VolP) and conference call numbers as audio options,
you'll automatically connect to VolP over your iPad, iPhone or iPod Touch’s Internet connection (WiFi or
3G) once you join. The audio quality depends on the quality and bandwidth available on your WiFi or 3G
network (WiFi recommended).

You can dial in by telephone on your iPad, tap the Settings icon > Audio Settings > Telephone to
access the conference call information.If you want to dial in on your iPhone, tap the Settings icon >
Meeting Information > Phone Number link to automatically connect to audio. With a single tap of a U.S.
telephone number, the conference call number, access code and Audio PIN are automatically dialed.

If you have an iPhone 4 or 4S on a network that does not allow simultaneous voice and data sharing
(CDMA), you won't be able to connect to GoToMeeting and dial in on your iPhone at the same time. To
connect to audio, you should use your iPhone’s Internet connection (WiFi or 3G) or dial in with a different
device.

Can | mute/lunmute attendees using VolIP or dialing in by phone on iOS devices?

Yes, if the attendee is connected to VolP, you can mute/unmute them to allow them to speak. If the
attendee dials in by phone, you can mute/unmute them only if the they have entered the Audio PIN, which
they can access in-session from Settings.

Why can't | switch from Telephone to Mic & Speakers (VolP)?

Once you dial in to the audio conference by telephone, Mic and Speakers (VolP) becomes disabled for
the remainder of the session. If you want to switch back to VolP, you will need to leave the session and
rejoin.
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Why can't | connect to GoToMeeting and dial in by telephone on my iPhone?

If you have an iPhone on a network that does not allow simultaneous voice and data sharing (CDMA),
you won't be able to connect to GoToMeeting and dial in on your iPhone at the same time. To connect to
audio, you should use your iPhone's built-in mic and speakers (VolP) or dial in with a different device.

If the organizer only provides a conference call number as the audio option and you try to dial in to the
audio conference from a CDMA network without having a WiFi connection, you'll see a notification saying
that your device does not support simultaneous voice and data sharing. Once you tap the Dial button on
the notification, you won't be able to see the presenter's screen.

What audio options does the GoToMeeting app support?

e iPad, iPhone or iPod Touch's built-in mic and speakers (VolP)

¢ iPad, iPhone or iPod Touch's built-in mic along with external headphones connected via the 3.5-
mm stereo headphone jack

¢ Headset connected via the 3.5-mm stereo headphone jack

¢ Bluetooth Hands Free devices

For optimal audio quality, we recommend using a headset.

Can | join HDFaces meetings and webinars from an iPad and view webcams?

Yes, you can join HDFaces meetings and webinars and view webcams from an iPad. You can share your
own webcam in a meeting from an iPad 2 or newer, but you cannot yet share your own webcam in a
webinar.
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Troubleshooting

Audio Help

If you are experiencing difficulty with audio, determine which scenario is applicable to you and follow the
recommended guidelines.

| can't hear anyone

Test your audio setup by clicking Settings in the Audio pane of your Control Panel. Or, you can right-click

the GoToWebinar daisy icon @ in your system tray, and select Preferences > Audio. Check to see if
you're using an appropriate audio device. Click Play Sound to check that you can hear sound from your
speakers. Speak into the microphone to test your microphone setup.

# Preferences - GoToWebinar @
Category Ao
Start Up
General You wil not be heard while testing your mic or speskers.
Webinars
Recording L.'J Microphone: Setup
g:r:::;tg::" Select & device and speak into the microphone to test:
[Microphane (DA%0 Adapter) -| & wnin

The meter will turn green when your microphone is working,

o 1) Speakers Setup
Select & device and dick Play Sound to test:

I_s[DIHU-ﬁ ..... = "l ¥
Click Play Sound and verify you can hear it playing from your speakers,
Advanced

7| Automatically adjust my system mixer settings

+' | Use automafic volume and noise processing
Usually improves audio quality when people are talking. Undheddng
may improve the quality of music or other audio sources,

g Ausdio Fe ik I Additioral Help?

[ e || cancel

No one can hear me.

If you're the organizer, you must click Start Broadcast at the top of your Control Panel, or press *1 on
your telephone's keypad to start the audio conference.

Check to see that you're not muted by clicking the Audio icon @ in your Control Panel or Grab Tab.

If you're experiencing problems dialing in by phone, try hanging up and dialing in again.
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If you're having problems connecting to VolP (Mic & Speakers), test your computer's detected audio
devices by clicking Settings in the Audio pane. Speak into your microphone to test if your microphone
setup is working.

| hear static or clicking sounds.

Move electronic handheld devices, such as an iPhone, away from your mic and speakers.

| hear echo, feedback or background noise.
If you suspect that the echo is coming from an attendee, check to see who's talking at the bottom of the
Audio pane in the Control Panel, and mute the attendee by clicking that person's Audio icon [iJ

If you dial in to the audio conference by telephone, make sure that you select Telephone from the Audio
pane in the Control Panel instead of Use Mic & Speakers.

Built-in or external speakers may cause an echo. Try lowering the speaker's volume.

Built-in microphones on your computer or webcam can pick up noise and cause an echo. We don't
recommend using built-in microphones. Try plugging in a USB headset to your computer.

The audio quality is poor and choppy.

Poor network performance, lack of memory or high CPU usage often causes the audio quality to drop,
become delayed or sound robotic.

Try closing all applications you aren't using to free up some bandwidth.

If you're using a dial-up Internet connection with VolIP, it may cause poor performance. For optimum
performance when using VolP, we recommend using a broadband Internet connection.

If the problem persists, switch to Telephone mode. Select Use Telephone in the Audio pane and dial in
to the audio conference.

No sound is detected.

After the first minute of a session, GoToWebinar looks for microphone input from attendees who have the
following: a microphone, speaking rights and unmuted.

If no audio input is detected, you may see a "Trying to speak?" pink tip. You may see the error when you
haven't spoken or made any sounds when the session starts or if your microphone device is incorrectly
selected. Click Audio Setup in the Audio pane to test your input device.

No microphone is detected.
If a microphone (or headset) isn't detected or connected properly, you may see a pink tip.
Check that your microphone (or headset) is properly plugged in.

If the problem still persists, try switching to Telephone mode if available. Then dial in to the conference
using the telephone number and Audio PIN provided in the Audio pane of your Control Panel.

My microphone is disconnected.

If your microphone isn't working or gets unplugged during a session, you may see a pink tip.
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Check that your microphone is properly plugged in.

If the problem still persists, try switching to Telephone mode if available. Then dial in to the conference
using the telephone number and Audio PIN provided in the Audio pane of your Control Panel.

Broadcast Computer Audio

While GoToMeeting is designed to efficiently broadcast voice audio over telephone or VolP, there may be
times when you wish to broadcast an audio recording from your computer. In this section you will find
audio configuration instructions that should allow you to transmit both your voice and audio from your
computer. Due to some sound card limitations, these procedures may not work with every system.

Configure Windows XP to broadcast audio

Note: Not all computers have a Stereo Mix option. Depending on your sound card, it may be called something else (like "W hat
U Hear" on some Soundblaster cards) or may be absent entirely.

Note: You cannot use your microphone when switching via software.
. Double-click the volume icon in the system tray (usually bottom-right of your desktop).
. Select Options, then Properties.
. Under Adjust Volume, choose Recording.

1
2
3
4. Ensure "Stereo Mix" is checked.
5. Click OK.

6

. On the Recording Control screen, select the check box under Stereo Mix.

Configure Vista or Windows 7 to broadcast audio

Note: Not all computers have a Stereo Mix option. Depending on your sound card, it may be called something else (like "What
U Hear" on some Soundblaster cards) or it may be absent entirely.

Note: You cannot use your microphone when switching via software.

1. Right-click the volume icon in the system tray (usually bottom-right of your desktop).
2. Select Recording devices from the menu.

3. Right-click the first item on the list and ensure Show Disabled Devices is checked.
4. Ensure Stereo Mix is the default device.

5. Press OK.

Hardware option
Parts needed:

e Two (2) 3.5 mm audio splitters (1 male, 2 female).
¢ One (1) 3.5 mm audio patch cable (2 male ends, typically 3 " long).

Configure your system to broadcast with hardware
1. Plug 1 splitter into your line out port (for speakers, typically colored green)

2. Plug the other splitter into your microphone port (typically pink)
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4. Plug your microphone into the microphone splitter, and then plug your speakers into the line out

splitter.

Note: You may use your microphone and speakers simultaneously.

Disable the Launcher Plugin

When you download the Citrix Online Launcher file, a browser plugin and the Citrix Online Launcher app

will be automatically installed, so that you can connect to future sessions faster. If you frequently join

sessions, we don't recommend disabling the plugin or uninstalling the Citrix Online Launcher app (the

same way you would uninstall any other program on your computer) because you'll be required to go
through the entire manual download process again.

Disable the Citrix Online Launcher plugin in Firefox on Windows

1. Open Firefox.

2. Select the Firefox menu > Add-ons.

Mew Tab ¥ Bookmarks ¥
P¥  Start Private Browsing History L
" Downloads
Find.. Add-ons
Save Page As... Opticns k
Send Link... Help ¥
= Print... P

(%]

Web Developer

Full S5creen
Set Up Sync..,
Bt

3. In the Add-ons Manager, find the Citrix Online Web Deployment Plugin. Click Disable.
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Tt Lz 1
i Adel-gas Managet _‘_"
& 'ﬂ" Ervnich Gl eialal - o

i Get Add-ons

* Extensions

Ha Appearance

B Plugins

Citrix Online Web Deployment Plugin 1.0.0.39
Citre Orilane App Detector Plugan  [Worg Dustile

downloadUpdater 1.1.0.2
npdnu  florg Disable

downloadUpdater2 1.3.0.0
npdnupdste?  fioee Dnshle

Google Update 1.3.21.111
Google Update  Mare Disshle =

You can re-enable it again by clicking Enable. Please note that each time you download and execute
the Citrix Online Launcher file, the add-on will automatically become re-enabled.

Disable the Citrix Online Launcher plugin in Chrome on Windows
1. Open Google Chrome, and type chrome://plugins/ into the address bar.

2. Find the Citrix Online Web Deployment Plugin, and click Disable.

e

& Plug-ins

= C | @ chrome://plugins w o W

&

Phsg-ins (17} ) Detadts
Citrix Onine Web Deployment Plugin
Citriee Oniline App Detector Flugin
Disable Akwarys aloved

You can re-enable it again by clicking Enable. Please note that each time you download and execute
the Citrix Online Launcher file, the add-on will automatically become re-enabled.

Disable the Citrix Online Launcher plugin in Safari on Macs
1. Open Finder and select the Go menu > Go to Folder. Or, press Command + Shift + G.

2. Type ~/Library/Internet Plug-Ins and click Go.
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3. Delete the CitrixOnlineWebDeploymentPlugin.plugin by dragging it to the Trash on your Dock.
You can also Ctrl + Click the plugin, and then select Move to Trash.

You can restore it by dragging it out of the Trash, or you can Ctrl + Click the plugin from the Trash,
and select Put Back.

Once you remove the plugin from your Internet Plug-ins, it is removed from your Mac and from all
other browsers on your computer. Please note that each time you launch GoToMeeting, the plugin will
automatically become re-enabled.

Disable the Citrix Online Launcher plugin in Firefox on Macs
1. Open Firefox.

2. Select the Tools menu > Add-ons.

3. In the Add-ons Manager, find the Citrix Online Web Deployment Plugin. Click Disable.

You can re-enable it by clicking Enable. Please note that each time you launch GoToWebinar, the
add-on will automatically become re-enabled.
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Disable the Citrix Online Launcher plugin in Chrome on Macs
1. Open Google Chrome, and type chrome://plugins/ into the address bar.

2. Find the Citrix Online Web Deployment Plugin, and click Disable.

AN

'."?" Ciarix Omline & Flug-ins )
- £ | ©) chrome: | [plugins rd -
1
Plug-ins :
]
|
Plug-ins (3) & Details |}

Citrix Online Web Deployment Plugin - Version: 1.0
Plugin that datects inslalled Citrix Online products [visil www citrixonline.com)

[Dizabia ] Asiow

Jdava - Version: 13.7.0

Java Plug-in 2 for NPAP| Browsers

Disaple O Allow .

[1] Cirix Online Launcher.zip = 4 Show All
e

You can re-enable it again by clicking Enable. Please note that each time you launch GoToWebinar,
the plugin will automatically become re-enabled.
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Download the Launcher File on Mac

The first time you host/join a session or upgrade/downgrade GoToWebinar on a Mac, you'll be prompted
to download a file with an optional browser plugin that lets you launch the GoToWebinar software faster.
If you uninstall GoToWebinar, you'll need to go through the download process again.

Download the Citrix Online Launcher file in Safari
1. Launch GoToWebinar by hosting or joining a session.

2. Afile called “Citrix Online Launcher” will start downloading to your computer. Double-click the file in
your browser’'s Downloads window to open it. You can click restart the download if needed.

Cinris Ol e

&3 [T BR Apgle YVahoo! CGCoogleMips YouTubs Wikipadiz Mews (587)* Popeles

GﬂTﬂHEEt'ng 24T Suppor

Install GoToMeeting
The download should automatically begin in a fow seconds, but H not. please restard the download.

@ﬂﬂ [ Derwrivloumids @ﬂl’_'l (3] Diownboads

Ciirix Onlinse Launcher zip Clarls Oeding Launchar
Download the flle Cpan iha File Run the Launcher
small file named Citrix Ondine Lawncher zp i # the fie dowsnt open nulomatically, you might Ooublo-click e Chrix Online Launc har
inwrinading. Click Fea §a o apan it 1y =] and o dokde-cios tha Ciri Onlieg apphcation and follow e insiickons provide
10, o a1 TESIET e dowhiaai L e i [ee iy yuf Dermnlaacs koldar
Questicns?
Cantact Global Customsar Support o twest to us EDgotomesting
Thie sl inclides & plug-in that v can disable & any Lme
Seod U Tanmm of Sanvics  Prsacy Poicy cl‘rn_ix'l online

3. If the file doesn't open automatically, double-click the Citrix Online Launcher file in your Downloads
folder in Finder.

4. When prompted to open “Citrix Online Launcher”, click Open.
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“Citrix Online Launcher-4" is an application
downloaded from the Internet. Are you sure you
want to open it?

Safarl downloaded this file today at 3:49 PM from
W3 _golarmesting com.

@ (" Show Source | { Cancel ) { Open

The browser plugin will be automatically installed and lets you connect to future sessions faster. We

don’t recommend disabling the plugin if you frequently join sessions because you'll need to go through
the entire download process again.

5. When prompted to open GoToWebinar, click Open.
6. Once you're done, you'll be able to host and join future GoToMeeting, GoToWebinar and
GoToTraining sessions faster than ever!
Download the Citrix Online Launcher file in Firefox
1. Launch GoToWebinar by hosting or joining a session.
Note: If you already have GoToWebinar installed, you may see a Launch Application dialog to

launch either GoToWebinar or Citrix Online Launcher. Select the "Remember my choice" check
box and then click Launch Application.

00 Launch Application e Launch Application
This link needs to be opened with an application. This link needs to be opened with an application.
Send to: Send to:
crome
Choose an Application ;l;g@_lgg._._._: Choose an Application Choose..

| i Remember my choice for citrixonline Iirﬂ:;.|
This can be changed in Firefox's preferences. This can be changed in Firefox's preferences.

(" cancel ) (oK

Y

Cancel 0K

If you see the dialog to launch Citrix Online Launcher, you'll briefly see another dialog that
shows the downloading progress.

Citrix Online Launcher

Connecting to GoToMeeting...
Launching

e T T O T T . T . . . TR, W W
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If you click Cancel, you must click Download GoToWebinar on the Connected to GoToWebinar
page and go through the download process below.

Citrix Onling

£

Citrin Omline L+

Gololveeting

M r':gJ \%

Structurs agendas, share pnnln
. chmepx

nobes & assign lasks wilh
Padio for GoloMssting

@ Connected to GoToMeeting

Click DK 1T promaied and your session showd star in 8 mirgle, bul i nol
plaase downkoad GaTalesing

Questions?

Cowviact Gdodnal Cusbomes Sugppor o Tasal 10 s Booinmsaling
Hisl youf aam aiiline meslngs! Colabarala wil
oolleagues and prégen o cients
Try GaToMesting free for 30 days

Ao L | Terms of Sarvica  Privecy Poiicy ':I“.I.Il onlira

2. Afile called “Citrix Online Launcher.zip” will start downloading to your computer. If prompted to save
the Citrix Online Launcher.zip file, click Save File.
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L3 Citrin Omline -

GololMeeting e

@ Install GoToMeeting
Ther dowantnad should sutomatically bege in & fow seconds, but if not, please mstarnt The dewnioad

| L&) Dorwenboads
(1) o ®) s @0 &
s
Chivi Online: Launcher
Dowmiload the file Cipen the File Run ihe Launchar
A small file narmed Citr Onine Launcherzip is Caick the Downloads bulion in the top rghl Deonitile-ciick the Crrix Online Lagncier
Jorwml g acing corrsd of whair Dicseaar &nd Ten Cick T file 0 Jpplicabon and fpow the insinuctiong proveded
open it
Cusstlans?

+ Contact Gobal Customer Support o taeet to us @golomesting

This download inchedes sofware compoenents that you can disable af amy time

Epoir s | Temms of Senspe | Privecy Poloy G]Tl,lx‘l onhmea

3. Double-click the zip file in your browser's Downloads window to open it. You can click restart the
download if needed.

4. In the Downloads window, double-click the Citrix Online Launcher.zip.

5. When your Downloads folder opens in Finder, double-click the Citrix Online Launcher
application.

6. When prompted to open “Citrix Online Launcher”, click Open.

“Citrix Online Launcher” is an application
downloaded from the Internet. Are you
SUre you want to open it?

Firefox downloaded this file today at 3:59 PM.

@ (Cancei ) (Open

The browser plugin will be automatically installed and lets you connect to future sessions faster. We
don’t recommend disabling the plugin if you frequently join sessions because you'll need to go through
the entire download process again.
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7. When prompted to open GoToWebinar, click Open.

8. Once you're done, you'll be able to host and join future GoToMeeting, GoToWebinar and
GoToTraining sessions faster than ever!

Download the Citrix Online Launcher file in Chrome
1. Launch GoToWebinar by hosting or joining a session.

Note: If you already have GoToWebinar installed, you may see an External Protocol Request
dialog to launch either GoToWebinar or Citrix Online Launcher. Select the "Remember my choice"
check box and then click Launch Application.

Bernal Pratscel Ruguest External Protocol Request

¢

Congle Chroms aesdi 10 Qundh 50 sutermal sophoanon
i Faridbe gofomerbngd Fl by The lmk reguested n
prlomertsngd TR (AALiuingh?

ECwPort = BO%lo 44 ol ] OECWASSre s =0 16 11 108

IS 16219 117 2092 cd 16 219 1 18 209 oduct=
pImA

WAL | FCWDNA = egpw gotarmeetong comillad = LOIES1 T
LI PULZIN L Ll TIPS T wghb WCamVE | I BT s
e = Terpellantingi= 444774141

The folipeug applicston will be eschad § pou acoept

¢

Google Chrome needs 1o lunch an external applicatian
to handie citrixonline: Bnks. The ink requested 4
citrimanling [ downioad citrizonline . com/
Lagnches 2 flaunchiel -

g IMburpDR s mEr THINOEEREE 38w - Lani-

WY TvrommIBUY ] BT plakTCM_ . hAS--

cduh | FdEwrUr i WR L oE IEgeAYS kS S rriQC R IMTHiL
sl FSEC2rRhZhHm| DgEePEghy S P 7 rAD L SL ] -
MgadN| EFLg 1emWO TIeRyivw 1Fi LjiManB

The following application will be laanched il you accept
this regusest

L PG

CoTobesneg =41

W i e mEE AR LATE TROE PGl i Ry PR L AN
aemigbed aftach o pour yysbem Unleys pou fook an

FRpHCE TSR B IR T PEGALE, vOUu Lhould preu
D Mathing

[ + Remember my choue for all links of this l¢

Citrix{bnlinelsuncher

W you did not indtiade this reguest, i may represent an
arrempied SMAck on your Wystem, Unleis pou took an
eaplicit action to initiate this reguesl. you showld press
Da Motheng.

«f Remember my chaice for all links of this ype

Do MNathing Launch Application

_ Do Nothing | ([ Launch Application

If you see the dialog to launch Citrix Online Launcher, you'll briefly see another dialog that shows
the downloading progress.

Citrix Online Launcher

Connecting to GoToMeeting...
Launching

L. . . . . . . .. . . T . T T

If you click Do Nothing, you must click Download GoToWebinar on the Connected to
GoToWebinar page and go through the download process below.
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2. Afile called “Citrix Online Launcher.zip” will start downloading to your computer. Double-click the

zip file to open it. You can click restart the download if needed.
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& show ad

Always Open Files of This Type
Show in Finder

3. In the Downloads folder, double-click the Citrix Online Launcher.zip.

4. When prompted to open “Citrix Online Launcher”, click Open.

“Citrix Online Launcher 2® is an application
downloaded from the Internel. Are you sure you
want to open it?

Google Chrome downloaded this file today ar 3:35 PM from

downigad. citrimgniing. com,

Show Web Page |

@ C

~
Cancel L

Open

The browser plugin will be automatically installed and lets you connect to future sessions faster. We
don’t recommend disabling the plugin if you frequently join sessions because you'll need to go through

the entire download process again.

5. Once you're done, you'll be able to host and join future GoToMeeting, GoToWebinar and

GoToTraining sessions faster than ever!
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Download the Launcher File on Windows

The first time you host/join a session or upgrade/downgrade GoToWebinar on a Windows computer,
you'll be prompted to download a file with an optional browser plugin that lets you launch the
GoToWebinar software faster. If you uninstall GoToWebinar, you'll need to go through the download
process again.

Download the Citrix Online Launcher file in Internet Explorer

Note: If GoToMeeting is already installed, Internet Explorer 9 may redirect you to the Connected to
GoToWebinar page without launching the GoToWebinar application. Please install Internet Explorer 9.0.3
or above to successfully launch GoToWebinar using Internet Explorer 9 and refer to this Windows support
article for further troubleshooting information.

1. Launch GoToWebinar by hosting or joining a session.

Note: If you're using Internet Explorer 8 and already have GoToWebinar installed, click No when
you see the Security Warning dialog to immediately launch into session.

Do you want to view only the webpage content thal was delivered
7

This webpage conlains conlent thal will nol be defivered using & secure HTTPS
connection, which could compromise the security of the enbire webpage /

More 0| [ Y J[ % ]

If you click Yes, you must click Download GoToWebinar on the Connected to GoToWebinar page
and go through the download process below.

S
g 2% Citrix Online !
GoloMeeting 2477 Sugon
Connected to GoToMeetin Meetings \ﬁ
g Saruciuwe agendas, shaee puﬂlu
nobes & aswign lasks with q :h"ﬂll
. 7 . Paodio o GoTofssting
session should stard i a mancte, bt i not, please download
GoToleating
Ouestions ? : :
nmact Ghohal Cuslomar Suppart or feat 1o us @goinmesting Higst your own onne meatings! Colaborats weth
colleagues and present (o chama
Try GoTokesting fee for 30 daye »
Apout U Tarme of Gersice | Privacy Policy Ch‘nlx'- ording
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2. Afile called “Citrix Online Launcher.exe” will start downloading to your computer. Double-click the
file to open it. You can click restart the download if needed.

|_'.:_;.|'.':_=g Citin Onlina .| o T
GoTolMeeting 247 o

Install GoToMeeting
Thes downlaad should aulomatically begin in o lew seconds, but I nol, plesss reston the dovwn kol

e How to install GoToMeeting
A sl fle named Clrix Onling Lasncher.exe 15

dommipading sn your compuls

Dipubde-chick the fle 1o open i
Citrix Ondine

Chck Fun il prompted and the Citi Onling Lawncher vl
Launcrei g sinmatcally install GoTofesling
Cistions?
Contact Global Customer Support or tweal 10 us @gctomastng
Thi: whibabd inchides & phog-in thad you Can disabla at any beme
Abmut s Termm of Servce | Prvacy Polcy ch"lrl onlna

3. When prompted to open “Citrix Online Launcher”, click Run.

Open File - Security Warning ]

Do you want to run this file?

‘E’ Mame. Downloads\Citrix Online Launcher 3).exe
Publisher. Citrix Online

Tvpe: Application
From: ChlsersDownloads\Citrie Online ...

[ Bn | [ Cocd ]

[ Alyeays ask: before opening this fie

While files from the Intermet can bae wseful, this fie type can

. patentisly ham your computer. Only run software from publishers
you trust, Whiat s the risk 7

2

4. If you're prompted again to run "Citrix Online Launcher”, click Run.
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. Internet Explorer - Security Warning “

Do you want to run this sofbware?

= T Mame: Cifrix Online Launcher
—_— Publisher: Cibrix Online
(8 More gptions [ B | [ onthn ]

'ﬂ' Whie files from the Internet can be usef, fhis fie type can potentially harm
yourF eomputer, Only run saftware from publishers you trust, What's the rig?

-

The browser plugin will be automatically installed and lets you connect to future sessions faster.

4. Once you're done, you'll be able to host and join future GoToWebinar sessions faster than ever!

Download the Citrix Online Launcher file in Firefox
1. Launch GoToWebinar by hosting or joining a session.

Note: If you already have GoToWebinar installed, you may see a Launch Application dialog to

launch either GoToWebinar or Citrix Online Launcher. Select the "Remember my choice" check
box and then click Launch Application.

.

=] i =)
Launch Applicstion (= Launch Application o
This link needs to be opened with an spplcation. This link needs to be opened with an application.
Send to: Send to:
GoToMeeting Citrix Online Launcher
Choose an Application Shoose... Choose an Application Ehoose..,

I #| Bemember my choice for gotomeetingl 083 links. I

I ¥| Remember my choice for citromnhne links,
This can be changed in Firefou’s preferences.

This can be changed in Firefox's preferences.

__,.,.-" OK | Cancel _. HE | Cancel

If you see the dialog to launch Citrix Online Launcher, you'll briefly see another dialog that shows the
downloading progress.

3 Citrix Online Launches e s

Comnectng to GoToMeeting. ..

Dowrisading GeTaMasting
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If you click Cancel, you must click Download GoToWebinar on the Connected to GoToWebinar page
and go through the download process below.

Toeles b o e |

'.'*:"-Cﬂnt Online | + ;

-

GololVeeting "

Meetings \ﬂﬁ
Steuciure spendas shans pDDID

notes: & assign tasks with . Eh‘“
Pl lor GoToMesting

@ Connected to GoToMeeting

Clck OK F prompted and OUT SE3T0T should =fart in & minute, b if not

paasa download GoToMesting ‘\\‘ i if Free =i Podio com
Cuastions?

Contsc] Globad Cuslomar Supeon of weel 16 s Dgolemesing 5
I KO LA ML P KAt Hosl your own onlres mestings! Collaborale with
colizagues and prasent to clients

Try GoToMeeting free for 30 days »

About Us | Tems of Service | Friviecy Pelicy th..!.xl Oremea

2. Afile called “Citrix Online Launcher.exe” will start downloading to your computer. If prompted to
save the Citrix Online Launcher.exe file, click Save File.
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\

LIk
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& armpll B nemed Chris Omlins | assghesesnn i
| . v Cirix Ol Lard e dowrinading on yaur Comouser
| SRR = el Fwoi ) e
h = Click 2o Boweinads Button in the bap sght Carar of |
. st Browpan oo then clicls the fie ba openil
Sherey All Demarrie sl » Clack Baun if pramgtod and the Cei Oning Launc i

will auremahaily matill GaToheetng

Coestions?
s Costact Giobal Customer Supoort of tweal 19 o3 Sgitomacting
+ Thes dowslzad intlufey soffmpr componasnis that you can disalle o amy lsme
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3. Double-click the file in your browser’'s Downloads window to open it. You can click restart the
download if needed.

==

Learch p=

4. When prompted to open “Citrix Online Launcher”, click Run.
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Open File - Securnty Warning

et e

Do you want to run this file?

MName
Publgher
Type
From

|. - Citring Crnlime

Application

|| Always ask before opening this fie

¥

you trust, What s the rgk 7

Dowmlaads\Citrie Online Launcher [3).exe

ChlsersDownloadsiCitrixk Online ..

While files from the Intemet can be wseful, this fis type can
patentialy harm your computer. Only run software from publishers

[ Bn | [CCaed

The browser plugin will be automatically installed and lets you connect to future sessions faster. We
don’t recommend disabling the plugin if you frequently join sessions because you'll need to go through

the entire download process again.

5. Once you're done, you'll be able to host and join future GoToWebinar sessions faster than ever!

Download the Citrix Online Launcher file in Chrome

1. Launch GoToWebinar by hosting or joining a session.

Note: If you already have GoToWebinar installed,

you may see an External Protocol Request

dialog to launch either GoToWebinar or Citrix Online Launcher. Select the "Remember my choice"

check box and then click Launch Application.
=1

[ @ External Protocnl Reguet

Goagle Chrome needs Lo lsunth sn external applcatsan Lo hindle
gelemeatingl000; Bnks. The bak nequietted is gotempetingl D055
SALrunch?

EGWPor=B0R2 043 %2 20 BEGWAddness=21611 208 1 5552c216.119,11
1100%2c21E 219118 200 G roduct=glmEh ctian= lein BB uld =100 AEGWD
Hinegwqetarnoeting.comlladen Tortefihboctng Do L1801 004,

The fellewing applecation will ke Lunched & you scoept thiz requess:

“C\Program Fifes (86| Ceémd\GoTaliteeting 1 0094, G2 inata|l e me=" "/

urlGedrgs ASALaunch!

EOWPor= B0 ol 3R2c 000 BEGW A ress s 2161 B 21D T.I09 NI e 216,20
| BB Pradut=gim BActen=lomBRE =1 000 A EGVDN S egw.pele
| mectingoomBiModez Tervefullectingl D=441804304"

[ you did not irstlate this request, it rmay represent sn sbternpted attack on
yeul syilern. Unless you Loek an oxpbet actien Lo initiste Uhis request, you
thauld prass De Mething,

| 1 Remernbier iy eheice for all lirks nnlmh.;::./

| | Launch Appkcation | [ De Hathing |

B Tt

[ & Externpl Pretool Request

Gangle Chronicneeds Lo Muach an esteinal applicetiai 18 kindle
citrisanlaa) finlis, Tha link requetadic civivenlinn
dowripad.cimronling.comArunchidflunchy e

QTHE 5Dl B el=lE 70MVER -

LhEelTl Dp'lﬂ\'n:‘lnB-l!dﬂﬂpﬁrmwﬂ.deﬁlQl..\'EﬁTmlw.-mnEuqm
i IVI U repa i Ts

DTHEW mMECova b rELPRIFAT L e nld wif_uF5Cnl IVEpln WDy Exnkth Iy
B0 O Qe g qird R BEE L p s g Hghme

Tha lallewing apghcaticn will B latsvched if you aecapl thic raguadt

“CiillsersiippDetatla cely CaridiL euncher

it ninel auncher e’ “funlQelogs Hdoaenloadeltrionine ¢omf
Lsinehesl. BT rEna PedlgmsdimlvIUn GRs| -

DT HEWm MECra ol =RL B NI E0 el | oS Enl 2V 3k Wy BnkhHEH
Qg O QU gHNgind W g p L g Hghm™

I wou did notinitate this ieguast, it may eepraint an sltampled attagk an

yaursysteny, Unless yeu Lok anexplicn actien b2 initizte th reguert yew
thautd press De Hslbeng.

| ) s s i ol s ks e L/

| Launch Applicstion | [ Do Mathing |

If you see the dialog to launch Citrix Online Launcher, you'll briefly see another dialog that shows

the downloading progress.
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& Citris Online Launcher [
Connecing fo GoToMeeting...
e -
Derarioading GeTaMasting
[ concel |

If you click Do Nothing, you must click Download GoToWebinar on the Connected to
GoToWebinar page and go through the download process below.

'.’-7' Citr Online W
GoTolYleeting 247 Suppon
Get More fromn ‘
Meetings
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minuts, b if ot plaase download GoToMesting el ¢ Froe & Podia cam
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Coniact Gobal Customes Suppor or teeet to us @golomesting Hust your omn oring mestings! Collaborate with
sty C e ik
colleagues and presenl lo cherts
Try GoTolenting frae for 30 days »
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2. Afile called “Citrix Online Launcher.exe” will start downloading to your computer. Double-click the
file to open it. You can click restart the download if needed.
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247 Supporn

How to Install GoToMeeting
A zmal file named Ciix Online Launcheroxs i3 8
downloading on your computer .

Dioubie-ciick the e to open it

Citrix Onlree Lavncher wall
meomatically insall GoToldesting
chmmpx| online
B Show ol downiogds., X

Alwiays open files of this type
Show n folder

Cancal

3. When prompted to open “Citrix Online Launcher”, click Run.

Open File - Security Warning

Do you want to nun this file?

(E

Publisher: Citrix Online
Tvpe: Application

[] Alyemys ask: before opening this fie

you trust, Whiat s the risk 7

MName: Downloads\Citrix Online Launcher B).exe

Fram: ChUsers\Downloads\Citrix Online ...

2 While files from the Intermet can bae wseful, this fie type can
4 patentisly ham your computer. Only run software from publishers

[ Bn | [ Cocd ]

The browser plugin will be automatically installed and lets you connect to future sessions faster. We
don’t recommend disabling the plugin if you frequently join sessions because you'll need to go through

the entire download process again.

4. Once you're done, you'll be able to host and join future GoToWebinar sessions faster than ever!
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Join Help

If you are experiencing difficulty joining a session, determine which scenario is applicable to you and
follow the recommended guidelines.

I can't join a session.
If you're having trouble joining a session, learn about downloading the installer on Windows and Mac. We

highly recommend leaving the optional browser plug-in enabled so that you can join sessions faster
without having to go through the download process again.

I'm using Internet Explorer 7 or 8 and nothing is happening.

If you're using Internet Explorer 7 or 8 and already have GoToWebinar installed, click No when you see
the Security Warning dialog to immediately launch into session.

‘-g] Do you want to view only the webpage content that was delivered
' Iy?

This webpage conlains corlent thal will nol be delivered using & secure HTTPS
connection, which could compromize the securty of the entire webpage. /

[ Mowifo ] ]

If you click Yes, you must click Download Webinar on the Connected to Webinar page and go through
the download process below.

£ Ciror Online - Winclman Trbe met Esplorer = e
File  Esit Siew Fpeonten  Joch  Heip
¥ Citry Onding
[ -
GoTolMeeting ik
@ Connected to GoToMeeting / A A :
Ve =1
AECl A e S e A e Meetings are better with
GoTolasiog HDFaces high-dafinition
A video comfarancing.
Contac] CHobal Custormer Suppord o fwesl bo s fPgokomeeimg
Al L - Tordw OF Servics  FIRcy Folo :h‘,l!' oilirue
Dare i Internet | Protected bode) OfF g = WHK -
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I'm using Internet Explorer 9 and nothing is happening.

If GoToMeeting is already installed, Internet Explorer 9 may redirect you to the Connected to
GoToWebinar page without launching the GoToWebinar application. Please install Internet Explorer 9.0.3
or above to successfully launch GoToWebinar using Internet Explorer 9 and refer to this Windows support
article for further troubleshooting information.

I'm using Firefox on Windows and nothing is happening.

If you already have GoToWebinar installed and see a Launch Application dialog, select the
"Remember my choice" check box and then click OK.

Launch Application ﬁ

This link needs to be opened with an application.
S5end to:

GoToMeeting

Choose an Application | Choose..

[¥] Bemnember my choice for gotomestingl009 links.

This can be changed in Firefox's preferences.

_____*. 0K il Cancel |

If you click Cancel, you must click Download GoToWebinar on the Connected to GoToWebinar page
and go through the download process below.
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Gololeeting
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I'm using Chrome on Windows and nothing is happening.

If you already have GoToWebinar installed and see an External Protocol Request dialog, select the
"Remember my choice" check box and then click Launch Application.

& External Protocol Requeit

SALaunch?

urlQedegs [SaALaunch?

should press Do Mething

Gooagle Chrome needs to launch an external application to handle
gatomaetingl00%: knks. The knk requested & gotomaeting 1009/

EGWPort=B0 %2 ol A MO REGW Addinere= 216115 208 19952 16 219,11
7200%2c216.219.118 209 &Product= gl mBub ctione= o Build=100S&EGWD
HSz egw.gotomesting. comddhviodes TernelbetngiD « 441800504,

The followng applecation will be launched  you accept this request:
“C\Program Files {ﬂncmﬁoTandntg\lmﬁ.Mmlhm' ¥

EGWPortsB0%2 bl 352 200 BEGW Addresss 71616719 117 105%2c216.21
5118 2088 Products glméctions JomnfiBuid = 1009 EGWONS = egw.goto

meeteng comBiModes TeriefMeetnglDe 44 LB

M you did ot imitlste the request, it may represent an sttempted sttack on
your syvbern, Uinless you took an explict sction bo initiste this request, you

¥ Rermermber my choice Tor ol links of this type.

(i phcon | Sy |

If you click Do Nothing, you must click Download GoToWebinar on the Connected to GoToWebinar

page and go through the download process below.
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Click Launch Application § prompled and your 'Wln'l na Meetings are batter with
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I'm using Firefox on Mac and nothing is happening.

If you already have GoToWebinar installed and see a Launch Application dialog, select the "Remember
my choice" check box and then click OK.

e Nl a

Launch Application

This link needs to be opened with an application.

Send to:
GoToMeeting
Choose an Application | Choose._. |

e

[V Remember my choice for gotamestingd78 link
This can be changed in Firefox's preferences.

f_CanceI) [i OK :)

If you click Cancel, you must click Download GoToWebinar on the Connected to GoToWebinar page
and go through the download process below.
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I'm using Chrome on Mac and nothing is happening.

If you already have GoToWebinar installed and see an External Protocol Request dialog, select the
"Remember my choice" check box and then click Launch Application.

External Protocol Request

. Coogle Chrome needs to launch an external application
to handle gotomeeting37 8: links, The link requested |s
gotomeeting978: / /SALaunch?
ECWPort=380%2c443%2c8200EGWAddress=216.115.208

199%2c216.219.117.209%2c216.219.118.209Product=
gZmac. . uffix=

EHAMNSLLEGWDNS =egw.gotomeeting.comBAT=1016917
75337012813 1las7THIIPaT xgleYCmVE1 2ISVSrNYHOMa
de=TerseMeetinglD=445774341.

The fallowing application will be launched if you accept
this request

CoToMeeting v5.3

If you did not initiate this request, it may represent an
attempted attack on your system. Unless you took an
explicit action to initiate this request, you should press
Do Mothing.

Eﬂemember my choice for all links of this wﬂ

( DoNothing ) { Launch Application )
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If you click Do Nothing, you must click Download GoToWebinar on the Connected to Webinar page
and go through the download process below.

N -
=] ) £ Cinrix Onkine

GoTolvleeting ——

E{B Connected to GoToMeeting
Meetings are better with

Chick Launch Application ¥ promgled and your ‘/ ¥
minubs, bl if not, phaase doweioad GaToMesting HDFaces high-definition

Questions? video conferencing

Caontac] Global Cuslomer Suppol of beeel 1o ua Sigobormesting

| can't use GoToWebinar with a firewall, anti-virus program or anti-spyware.

If you have a program or firewall (such as Norton or McAffee) on your Windows computer that blocks
connection with applications, you may need to manually enable GoToWebinar to join sessions.

Configure firewalls on your computer
1. Host or join a session to set off your firewall.

2. When prompted to enable GoToWebinar to access the Internet, click Yes. Then select the
"Remember the answer each time | use this program" check box.

3. Open your anti-virus program to allow it to accept all GoToWebinar files. The following must be
admitted via 1 of 3 ports: 80, 443 or 8200. One-way TCP connectivity is required (TCP outbound).
G2MChat.exe

g2m_download.exe G2MStart.exe

AppCore.exe

G2MLauncher.exe

G2MQandA.exe

G2MInstallerExtractor.exe

G2MTesting.exe

G2MSessionControl.exe

G2MCorelnstExtractor.exe

G2MMaterials.exe

G2MMatchMaking.exe

G2MCodeclInstExtractor.exe

G2MPolling.exe

G2MRecorder.exe

G2MinstHigh.exe

G2MView.exe

G2MTranscoder.exe

G2MInstaller.exe

G2MUl.exe

G2MFeedback.exe

G2MUninstall.exe

G2MComm.exe

G2MHost.exe
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Configure firewalls within a corporate environment

If you're using a firewall in a corporate environment, you may have a hardware firewall. Instruct your IT
department to read the Optimal Firewall Configuration Fact Sheet to allow GoToWebinar to connect.

Set up Norton® Anti-virus Software to allow GoToWebinar

1. In your system tray, right-click the Norton Internet Security icon &.

2.Select Open Norton Internet Security.

3. From the Status & Settings menu, select Personal Firewall > Configure.

4. Select the Programs tab to locate GoToWebinar, and then click Add.

5. To begin adding files, select g2Zmcomm.exe > Open.

6. When prompted, use the drop-down menu to select Permit > OK. Then repeat the steps for the
remaining GoToWebinar files.

Set up Norton® Transaction Protection to allow GoToWebinar

If your version of Norton Internet Security has the Norton Transaction Protection feature enabled, you
may need to adjust your Norton settings before you can use GoToWebinar.

1. If you haven't already done so, start and then end a GoToWebinar session.

2. Right-click the Norton Internet Security icon & while it's visible in your system tray.
3. Select Open Norton Internet Security.
4. Select the Norton Internet Security tab at the top of the window.

5. From the Settings drop-down menu, select Norton Internet Security Options > Transaction
Protection.

6. Change the status to allow "g2mlauncher.exe,” and then click OK.

Set up ZoneAlarm Firewall to allow GoToWebinar

1. In your system tray, double-click the ZoneAlarm icon EA.
2. Select Program Control > Programs tab > Add.

3. On your computer, navigate to C:\Program Files\CitrixX\GoToMeeting. Select all the
GoToMeeting files, and click Open.

4. Locate the GoToMeeting file in the Programs list. In the Trust Level column, click the Question
Mark icon 7 , and select Super. Repeat this step for each of the GoToMeeting files.

5. Finally, in the Access and Server columns, click each Question Mark icon ? that corresponds to
a GoToMeeting program, and select Allow.

McAfee® Total Protection Anti-virus Software to allow GoToWebinar

1. In your system tray, right-click the McAfee Total Protection icon @
2. Select Open McAfee Total Protection.
3. Then click Firewall > Settings.

4. In the Program Permissions, scroll down and select GoToMeeting > Edit.
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5. Using the Access drop-down menu, select Full. Then click Save.

Set up Kaspersky® Anti-virus Software to allow GoToWebinar
1. Open Kaspersky Anti-Virus 2010, and click Settings.

3. Under the Options in the left navigation, select Threats and exclusions. Then select Settings
in the Exclusions section.

4. Select the Trusted Applications tab > Add.

6. Browse to the GoToMeeting program folder, and select all of the check boxes for exclusions.
Click OK twice, and then click Apply.

Download the Launcher File on Windows
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Test Your Connection before Your Session

You can test your connection before your session starts by joining a test session to check that your

computer has everything required.

Join the test session

1. To test your connection, join the test session via https://www3.gotomeeting.com/join/406552062.

2. If you're on a desktop, you may need to download the Citrix Online Launcher file for Windows or
Mac to launch GoToWebinar.

3. If you see a "Successfully Connected" message on the "Waiting for Organizer" dialog, you've
successfully joined the test session. You should be able to join GoToMeeting, GoToWebinar and

GoToTraining sessions from this computer. Close the "Waiting for Organizer" dialog to exit the test

session.

"

@ Waiting for Organizer - GoToMeeting

= .

Q/ Successfully Connected!

Waiting for Organizer...
While you wait, read our Audio Cheddst for helpful tips.|

Details
Subject: GoToMeeting - CONMECTION TEST OMLY

Time:
Date: This is a recurring meeting.

Audio
Thank you for joining this connection test session. You should be able to successfully
join any GoToMeeting, GoToWebinar or GaToTraning from this computer,

To check your audio or webcam functionality please contact us for drect assistance.
For usage tips, FAQS and contact info visit hittp: [fsupport. ctrixonine com

If you are the organizer, please |oq in.

.-

To test or troubleshoot issues with your audio or webcam, contact us by phone 24/7.

If you're unable to join the session, you may not have all the necessary software. See Join Help for

more troubleshooting tips, and make sure you have all the System Requirements.
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