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Get Started

Organizer Quick Start

Follow along and you'll be up and running in no time!

Install GoToMeeting

Once installed, you can start and schedule meetings with just a couple clicks. You can install
GoToMeeting on your Windows or Mac computer, as well as your iOS, Android or Windows devices.

The GoToMeeting desktop application is used to host meetings.

o Download GoToMeeting

Start an instant "Meet Now" session

You can start an unscheduled meeting any time you want using the desktop software, web account or our
mobile apps.

e Start Instant Meetings

Start a scheduled meeting

You can also schedule meetings ahead of time using the desktop software, web account or our mobile
apps.

Schedule a meeting

Start a scheduled meeting
View scheduled meetings
Edit scheduled meetings

Explore GoToMeeting features and tools
GoToMeeting is chock-full of cool communication features. Use the links below to learn more!

Connect to audio
Invite others to join
Share your desktop
Share your webcam
Send chat messages
Use drawing tools
Record sessions

© 2015 Citrix Systems. All rights reserved. 1
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How to Log In

When you create a new account, or receive notification that you have a new Citrix account through your
company, you can use your email address and password to access the applications.

About Login IDs
There are two types of logins for Citrix accounts (also referred to as your "account credentials"):

e Citrix ID — These are users who access Citrix products directly using an email and password of
their choice. This is the majority of accounts.

e Company ID — These are users in a Single Sign-On (SSO) company framework, so they use their
business username and password to log into Citrix. This type of login is only available if your
system administrator has configured it for your account. If you're unsure, contact your system
administrator.

The Company ID accounts are currently a beta program. Release of the new capabilities is expected
around June 30, 2015. To learn more about the beta program, contact signin-beta@citrix.com.

For additional information on setting up Single Sign-On for your organization, see:

e Set up Citrix WebSSO Integration
e Provision accounts with Citrix Active Directory Connector

© 2015 Citrix Systems. All rights reserved. 2
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Log in to your personal account

1. Go to https://global.gotomeeting.com.

2. Either enter your Citrix ID (i.e., the email address and password created during sign up), or if you
are on a company SSO account, click Use My Company ID and enter your company username and
password.

You will be directed to the Citrix ID page by default; you can switch between login types by clicking the
Use My Company ID link or | have a Citrix ID link. To have your information stored for the next 30
days, enable the "Remember me" check box.

IMPORTANT: Use My Company ID is only available if your system administrator has configured it for your account. If you're

GoloMeeting

unsure, contact your system administrator.

Email addrass

Password

Want to hold your own me

Please Sign In with Your Company ID

CimX B0

3. Click Sign In. You'll then have access to all of the features and tools GoToMeeting offers!

© 2015 Citrix Systems. All rights reserved. 3
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4. If you want to access your personal account settings once you are in the account, choose My
Account from the options menu.

Schedule a meeting

1 {0 'dang 1o omate: 3 mesting fior & certaimn me.

Log in to the Admin Center
If you are an account administrator, you can log into the Admin Center directly.

1. Go to https://admin.citrixonline.com.

2. Either enter your Citrix ID (i.e., the email address and password created during sign up), or if you
are on a company SSO account, click Use My Company ID and enter your company username and
password.

You will be directed to the Citrix ID page by default; you can switch between login types by clicking the
Use My Company ID link or | have a Citrix ID link. To have your information stored for the next 30
days, enable the "Remember me" check box.

IMPORTANT: Use My Company ID is only available if your system administrator has configured it for your account. If you're
unsure, contact your system administrator.

3. Click Sign In.

| have a Citrix 1D »

Please Sign In with Your Company ID

© 2015 Citrix Systems. All rights reserved. 4
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4. If you are an account administrator and you are also an organizer for one or more products (for
example for GoToMeeting, you can also access the Admin Center from your options menu.

standE | share & | & |

Trouble logging in?
If you're having trouble logging in to your account, try the following:

e You may be trying to log in with the wrong type of Login ID. Click the Use My Company ID link or |
have a Citrix ID link, then try logging in again.

e Are we lost? See why here.

e Try resetting your password.

e If you still can't log in, contact Citrix Support.

Forgot your password?

If you can't remember your password, you can reset it using your email address.
1. Click the Forgot Your Password? link on the login page.
2. Enter your login email address and click Continue to reset your password.

3. Soon you'll receive a Forgot Your Password email. Click the link inside to create a new password.

Enter your email address Conftinue  »

4. You can also change your password from the options menu if you are logged in.

© 2015 Citrix Systems. All rights reserved. 5
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Why are we lost?

There are occasions when the Citrix authentication service cannot tell where you intended to go. This can
happen, for instance, if you are already logged in and attempt to log in again. The page, You're not lost -
we're lost, provides links to Citrix product accounts. If you do not have one of the products and click on
the link, you are offered the opportunity to start a Trial account.

CITRIX

You're not lost —we're lost.

Wie .'1[!-!'J|E-:.|I.-7E_ ut we're not sure where you're trying to o

Use one af the inks balow 1o conlinue

have a Ny Quesions, piease contact Global Customer

Don't have an account?

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

Unlimited online sessions

Up to 25 attendees per session

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

Find your Optimal Connection Settings (Windows)

The GoToMeeting Connection Wizard tests and determines the ideal connection settings that
GoToMeeting can make within your network. After running the wizard, you can store your optional
connection settings on your Windows computer and use those settings in the future to connect to
sessions.

Run the GoToMeeting Connection Wizard on Windows

1. To begin the test, download the GoToMeeting Connection Wizard. The G2MConnectionWizard.exe
file should download in your default browser.

2. Open the G2MConnectionWizard.exe file and run the software when prompted.

3. When the GoToMeeting Connection Wizard launches, click Next to start the connection test.
GoToMeeting's home page should launch in your default browser. If you're not redirected to
www.gotomeeting.com, open your browser and go to that page.

© 2015 Citrix Systems. All rights reserved. 6
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r$ GoToMeeting Connection Wizard ﬂ"

Welcome to the GoToMeeting
Connection Wizard

This wizard will help you 22t up the aplimal conmection
settirgs for GaTolMeetng

To contbirue, press Mext

Copyright {) 2004-20 13 Citrix Systems, Inc.

Viersian 5.0 Buld 19

'3 ™y
GoTaMesting Connection Wizard —Ei |

The Connectian Wizard will now apen vour default braveser o visit wives. gotomesting. cofm, TF
your broveser does not open, please open it manualy and navigate to www. gotomeeting, com.

Pleasa prass QK to continwe once the page is displayed in your browser.,

You can akso press Cancel to go badk,

o< J[ conca |

4. Click OK to continue. The Connection Wizard will determine the best connection setting for your
computer when connecting to GoToMeeting. This process may take a few minutes to complete.

&8 GoToMeeting Connection Wizard )
Detection and Verification
Detecbng and Verifying Connectons

The GoToMestng Connection Wizard is currently brying to determine the best connection
setting for your computer to connect to the GoTeMasling service infrastructure,

Depending on the complexity of your network, this process may take several minutes. Please
be patient.

Datection progress:

Detection Complete.

cBack [ mext> | [ cance

© 2015 Citrix Systems. All rights reserved. 7
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5. Once the detection process is complete, click Next.

6. Try out the new connection settings by starting a meeting, then select the appropriate option in the
Connection Wizard window:

e GoToMeeting now properly connections to the GoToMeeting service infrastructure — Click
Next > Finish to complete the Connection Wizard test.

e GoToMeeting now properly connects to the GoToMeeting service infrastructure, but | still
experience problems — Contact Global Customer Support for further troubleshooting. You
may be asked to provide a GoToMeeting Connection Wizard report by clicking Wizard Report.

e GoToMeeting still cannot connect to the GoToMeeting service infrastructure — Contact
Global Customer Support for further troubleshooting. You may be asked to provide a
GoToMeeting Connection Wizard report by clicking Wizard Report.

7. Click Next. The following screen will explain the next recommended steps.

@ GoToMeeting Connection Wizard &J

Technical Report
Contact Technical Support

Thie Conmection Wizard was unable to find appropriate cornection sattings.

Flease contact GoToMeetng Global Customer Support at the folloving locabon:
hittps {fsupport. dirivenline, com/getemeetingfcontact

You may be asked to provide information gathered by the Connection ‘Wizard, Clicking on the
ik below will open Windows Explorer to a location where an archive was oeated wath al the
informaton collected by the Connection Wirard,

Wizard Report

Da you nesd to run B Connection Wizard again?

' FMease bring me badk to the beginning sa I can run the Connection Wizard again

[qﬂad{l“&:t} Cancd]

© 2015 Citrix Systems. All rights reserved. 8
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Test your Connection, Audio or Webcam

You can test your internet connection, audio connection and webcam at any time, whether you're getting
ready to start a session or are already in one.

Test your internet connection
Before a session

1. To test your connection from a computer or mobile device, join the test session using the following
URL: https://www3.gotomeeting.com/join/406552062.

2. You will automatically be launched into session.

e Desktop users — If you have not yet installed the GoToMeeting desktop application, the download
will automatically begin. See Install on Windows or Install on Mac for more information.

¢ Mobile users — If you have not yet installed the GoToMeeting app, you will be directed to the app
store to download it.

3. If you see a "Waiting for Organizer" message, 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.

Note: 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.

@ Waiting for Organizer - GaToMeeting m

GoToMeeting - COMNECTION TEST ONLY
This is a requrring meeting

g}a Waiting for Organizer
Internet Call:

Lise & headsat or your microphone and speakers.
You can test your sudio setup while you wait.

If you are the organizer, please log in, & |Engjishv English ~r|

© 2015 Citrix Systems. All rights reserved. 9
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During a session (Windows only)

Does something feel off with your meeting session? You can test your GoToMeeting connection while in
session to find out for sure.

1. While in a session, open Preferences.

2. Click Connection in the left navigation.

3. Under "Test your GoToMeeting connection”, click Test Connection.
4. Under "Test Results", you'll see one of the following messages:

e Passed: You've established a connection.
e Fail: You haven't established a connection. See Connection Test Help for troubleshooting info.

Note: You may need to enter your Windows username and password or domain if you have a proxy that prevents you from
connecting to GoToMeeting. If you don't have a proxy, please check to see that you have the minimum system
requirements.

5. Click OK when finished.

.
£ Preferences - GoToMeeting o ey

Category Connaction

StartLp ]

Ganaral Test wour GoToMesbng cormecbon

s

e 1 kTt Crvacon

Pl 2. If the cormection test fals:

Test results
Connection test:  Passed
oK [ cancel

© 2015 Citrix Systems. All rights reserved. 10
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Test your computer audio

Before a session

GoToMeeting User Guide

1. Right-click the daisy icon & in the system tray and select Preferences.

2. Select Audio in the left navigation.

3. Configure and test your audio as follows:

¢ Use the drop-down menus to select which devices to use for microphone and speakers. If you do
not see the device you're looking for, ensure that it is properly plugged into your computer.
o If they are working as expected, you'll see the Mic meter # and Speakers meter =i light up in

green. If you do not see that happen, try selecting a different device.
e If needed, click Play Sound to play a noise to test your speakers setup.

4. Click OK when finished. GoToMeeting will remember your selection (unless the selected device is
disconnected before the next session).

[¥] dubormatealy acdust my ysbem Sixer Se150E

I Use sutomalc volume and noise processing

Usuaally improwes sudia guality when people are tallang. Uncheddng
mayy improwe the qualty of music or other audio sources,

Hsad Adcitions Haip?

ok | [ cowd |

£ Preferences - GoToMeeting [
Categery ey
.Sta'tlJ: ]
General
ntngs § mocsoos seno
1”: “"”x“ Salurt & device and spesk into the microphane b test:
Audia | DA = & gRROOODO0
L | Mecraphone (PFlanironics DA<0) |
The meter will turm green when your microphone is workang.
o1} Speakers Setup
Select a device and dck Play Sound to best:
[Speskers (Flantronics DA%0) =| 4 senveniee
Chck Play Sound and verify you can hear it pluvngfrmmspaulus.
| Play Sound U
Advanced

-

© 2015 Citrix Systems. All rights reserved.
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During a session

1. You can use any of the following methods while in session:

e Follow the instructions under Preferences > Audio, as described above.

¢ Access the drop-down menus described above in the Audio pane of the Control Panel.

¢ Click Sound Check in the Audio pane of the Control Panel, then use the Sound Check window to
select your device and test the sound. If the audio isn't working as expected, try selecting

another device that's connected to your computer from the drop-down menu until the audio
indicators turn green.

Audie Screen Webcam

@ Comparter asdio

EEENE
| E T R TEPN TR A T T | —
.
5 [ o . Fan |
M Sound Check
D Phey
) & %00

O Speakérs
Speakers (Realiek
High Deliriti... )

o

m  Speakers 1
= [Speakers A
Flantronics
DAA0))

o

You're using these spaakers

You can also swilch to Telephons mode
and usa (he dial-in information.

© 2015 Citrix Systems. All rights reserved. 12
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Test your webcam

You can test your webcam at any time to make sure everything looks the way you want it to.
1. Right-click the daisy icon in the system tray and select Preferences.
2. Click Webcam in the left navigation.

3. If you have a webcam connected, you will see a preview of it under "Webcam Setup”.

€3 Preferences - GoToMeeting i

Categary ‘Webcam
m? W webcam Sehp
satrgs
Recording
Integrations
Conraction
Ao

Yiour camera:

Logitech Webcam C930e Advarced

Salect a display formal:
@ 43 (hormal) ) 16:9 (Widesoeen)

Questons? Visit the Support Center

—— |

© 2015 Citrix Systems. All rights reserved. 13
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Preview your webcam
1. While in a meeting, select the Webcam tab in the Options pane.

2. A preview of your webcam will be displayed. Once you share your webcam, a blue highlight will
appear around the webcam box and the "Preview" header will disappear.

() GoToheeting = X

Talking: Jansa Doe

Audio Serean Webcam

© 2015 Citrix Systems. All rights reserved. 14
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System Requirements

Before you download the latest version of GoToMeeting, please check to see that your computer and
accessories meet the minimum system requirements. Note that while most computers have built-in
microphones and speakers, you will get much better audio quality if you use a headset. You can also
make calls on your landline or mobile device.

The following are required in order to use GoToMeeting:

Desktop app
Operating system

Windows XP or later
Windows 2003 Server or later
Mac OS X 10.7 (Lion) or later

Internet Recommended broadband connection with 1+ Mbps
Web Browser

Google Chrome v39.0 or later
Mozilla Flrefox v34 or later
Internet Explorer v8.0 or later
Safari v6 or later

Software GoToMeeting desktop app
JavaScript enabled
Hardware 2GB or more of RAM

Microphone and speakers (USB headset recommended)
Webcam (to use HDFaces)

iOS app
Operating system iOS 8 or newer
Device iPhone 4 or newer

iPad 2 or newer
Internet \WiFi recommended for VolP audio
Software :

Free GoToMeeting App from the App Store
Hardware Headset recommended for VolP audio
Android app
Operating system Android 4.0 or higher
Internet \WiFi recommended for VolP
Additional software )

Free GoToMeeting App from the Google Play Store
Hardware Headset recommended for VolP audio

\Windows Phone & Windows 8/RT app

Operating system \Windows 8 or Windows RT
Internet \WiFi recommended for VolP
Software Free GoToMeeting App from the Windows Store
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Manage your Account

Forgot Your Password

Remembering all your passwords is hard. Luckily, resetting your GoToMeeting password is easy.

Forgot your password?

1. Go to the Forgot Your Password? page.

2. Enter your login email address and click Continue to reset your password.

3. Soon you'll receive a Forgot Your Password email. Click the link inside to create a new password.

Enter your email address Continue *

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 GoToMeeting.

Update your account
1. Log in to your GoToMeeting 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 GoToMeeting without any disruptions.
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Change Your Login Info

Have a new email address? Want to change passwords? No problem; just follow along.

Change your login info
1. Log in to your online account.
2. Select My Account in the top navigation.
3. Click Edit next to Login Info.

4. 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.

My Account « Change Login Infa

Change Login Information

Step 1: Change Email Address or Password

Email Address Yoau will wse this 1o lag in
o your acéount
Change Your Password Password musi contain:

| « 8-32 characters
« Leters and numbers

Re-Type Your Password

Step 2: Enter Your Current Password

Current Password

Fargaot passward?

[y
13

el

Save Changes
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Change Your Plan

You can change your plan level 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.

Note: If you are the administrator of your account but are still unable to see some of the features and buttons described below, it is
likely that you have an "offline" account (meaning that you manage your account and billing options through a Citrix Sales
representative). In this case, you must contact Global Customer Support to modify your account and subscription plans.

Change your subscription plan
1. Log in to your online account.
2. Select My Account in the top navigation.
3. Click Change Plan in the Plan Details section.

4. 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. 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.
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Upgrade from a GoToMeeting Essentials plan to a GoToMeeting 25 plan
1. Log in to your GoToMeeting account.
2. Select My Account in the top navigation.
3. On the My Account page, click Change Plan in the Plan Details section.

4. To switch your plan from a GoToMeeting Essentials plan to a GoToMeeting 25 plan, select the
number of organizer seats (optional) and then choose either the monthly or annual plan.

5. On the Confirm Your Plan page, click Purchase Now.

:hn.!.x online GaTohleaing | Wy Accourt | 247 Sepgan | Log Out
My Account
Plan Datalls /
ﬂ GoToMasting Essentiats Monthly Plan S P, || . TU O Repiws
5 atiendoes
1 piganier saed My Wapngs =

+ Renpwn miamiically andug 31, 2000

w Visa= 1111 wil Be chaipad 519,03 UED tax ot incuded

Login Irfa Edif Personal Indo Edil Billing Indo: Edil
ol-asseabas g rdcam sal Wisa - 11
Basgmond st Pamany Lanfusg Englah Expias 1016

Tira Zonec Paclc Dagdighi Time - -
Duakr bl Tali=d

1535 W Jalleraon &
Prakni, A7 850075100

Chl!x' caling soToMeaing | MpAccounl | 24
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Tax nal | chudesd
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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 GoToMeeting 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
questions about GoToMeeting 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.

My accourd ¢« Change Persanal Irio

Change Personal Information

Your Mamo

Frgstd Fish

L"ru'lrajn_lI Language
English | =

Time Zome

GMT-08:00) Pachc Tima (LIS and Canada); Tijuana -

Daytime Phone |optional)

For Suppart via Twiler ¥hiy we ask

Twittar Usernama (optonal)

Email mi usage Hips, oMgrs and quarerly newslethers frar
¥ GoToTranmg | GoToWebinar

GaToMesfing

Save Changes
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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 GoToMeeting 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.

K I » Ed¥ Billing infa

Enter Your Billing Information

Maddie May

BO55555555 \Mped Staies . .

Address

1234 Santa Barbara 51

TownCit SfaProvince

Santa Barbara Cakloimia -
FipiFosisl Code

23101

Credi Card Hambar

WOUDOOUCO0OCT1 11 vIsA

Expires “ard Secunty Code

1 [January) - 214 | = oo [
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Set Your Default Language

You can set your default language for how you view the GoToMeeting website from the My Account
page. After you've chosen your preferred primary language, you can view the GoToMeeting 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 GoToMeeting 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
GoToMeeting 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.

My Account » Change Personal Info

Change Personal Information

Your Name

sandy Simpson

Primary Language

English [«]
Tima Fona

(GMT-D8:00) Pacific Time {US and Canada); Tijuana [=
For Support via Twitter, Why we ask

Twither Uisermame {optional)

Save Changes = Cancel
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Choose your language in-session (Windows only)
9

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

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

@-

language from the Globe icon

Updates to Your Account

We're in the process of rolling out updated versions of GoToMeeting, GoToWebinar and GoToTraining to
our remaining customers who do not yet have the latest experience. As always, the updates are
absolutely free.

As part of this upgrade, we're also combining your GoTo ™ product log-in credentials. If you use the
same email address for GoToMeeting, GoToWebinar or GoToTraining and also for Open Voice and the
GoToAssist family of products, you will need to complete a secure, one time password reset. This means
one less password to remember, and it'll be easier than ever to switch between some of our most popular
solutions.

Attend a live, online training session to learn more. Register today!

GoToMeeting Updates

Log in to your account at www.gotomeeting.com to get started.

Schedule meetings even faster and easier:

e Schedule and host meetings in localized languages such as French, German, Spanish, Italian and
Mandarin.

e Schedule and start your meetings directly from the website.
e Designate a GoToMeeting organizer to host meetings on your behalf with the new meeting co-
organizer feature. Watch the Co-Organizer Basics video (3 min) to learn more!

Personalize your meeting experience with new settings options:

e Create brand awareness by uploading a custom logo to the GoToMeeting waiting room.

e Select your default audio numbers, then set a preferred audio number so it conveniently appears
first for attendees.

e Enable a no download, Web App option, for attendees who are unable to download software or are
using an unsupported operating system such as Linux.

e Watch the Settings video (5 min) to learn more!

Try our latest features and tools using Citrix Labs:

e Try out GoToMeet.Me, one of our most popular new features. It's a simple way for organizers to
increase their professional presence online with a custom profile page and personalized meeting
URLSs to share with others. Try it today!
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GoToWebinar Updates

Log in to your account at www.gotowebinar.com to get started.

Schedule webinars even faster and easier:

e Schedule and host webinars in localized languages such as French, German, Spanish and Italian.
e Create a webinar registration link in seconds with just a few clicks.
e Watch the Scheduling Basics video (9 min) to learn more!

Get more control over how attendees register and in-session interaction:

e Add a splash of color to your event by selecting custom background, header and border colors for
registration and confirmation pages.

e Enjoy an increased capacity for polls (20) and survey questions (25), which means more attendee
engagement.

Learn more about your audience:

e Use our new registration source tracking capability.
e Get more details from your registrants with up to 20 custom registration questions.

Improve vital email communication:

¢ Re-send invitations to individuals and cancel registration on behalf of registrants as well.

e Preview the automated webinar communication by sending yourself a copy of the confirmation and
follow-up emails.

e Improve the webinar's workflow by setting the “reply-to” email address to any email of your
choosing.

Leverage the content you create:

e Review past webinars with archived recordings that will no longer expire. We’'ll continue to store
them so you can build out your content library.

Enjoy 3GBs of archived storage capacity for each webinar user at no additional cost.

Archive larger recording files with a new, increased upload limit of 1GB per recording.

Allow organizers on Macs to archive recordings.

Watch the Recording Basics video (4 min) to learn more!
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GoToTraining Updates

Log into your account at www.gototraining.com to get started.

Schedule trainings even faster and easier:

e Schedule and host trainings in localized languages such as French, German, Spanish and Italian.
e Watch the Scheduling Quick Start video (3 min) to learn more.

Easily manage your trainings with improved website usability

e Quickly find content such as tests, materials, polls and co-organizers using the search function.

e Generate reports to view training history.

e Enable a no download, Web App option for attendees who are unable to download software or are
using an unsupported operating system such as Linux.

e Watch the Managing Libraries and Materials (9 min to learn more)

Easily record your events and share them with your learners:

e Immediately preview your newly added archived recordings directly from My Recordings.
e Learn on the go with archived recordings viewable from any mobile device.
e Allow organizers on Macs to archive any.mov or .wmv file.

Corporate Admin Center Updates

Log in to your updated administration center at www.gotomeeting.com and have a look around. See the
Global Admin Center Guide for more information.

Easily manage users and settings with improved search, filter and management functionality:

Create custom invitation templates to match your business processes.

Save time by creating default user settings for all new invitees.

Manage user settings even before the user accounts are activated.

Make settings changes in bulk for all users at the same time.

Assign seats, roles and groupings at the same time as well.

Create a localized user experience by setting the primary language.

Save important meeting links with the ability to reassign scheduled meetings to another user.
Select your default audio numbers, then set a preferred audio number so it conveniently appears
first for attendees joining sessions.

Generate usage and bill reports for Open Voice Integrated services.

¢ Add a custom field within your Settings options to track cost centers.

¢ Watch the Global Admin Center Tutorial video (9 min) to learn more!

Don't forget to explore our additional integrations available to administrators, including the Active
Directory Connector (ADC) and WebSSO (SAML 2.0).
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Cancel or Renew Your Account

Your plan is set to auto-renew, but you can turn that setting off any time. When you cancel your account,
your service will continue until the end of your subscription period (since GoToMeeting is a pre-paid
service). At that time your service will stop, you will lose access to scheduled sessions and reports and
you will not be automatically charged again. You can renew your account at any time.

Note: If you are the administrator of your account but are still unable to see some of the features and buttons described below, it is
likely that you have an "offline" account (meaning that you manage your account and billing options through a Citrix Sales
representative). In this case, you must contact Global Customer Support to modify your account and subscription plans.

Turn off renewal for free trials
1. Log in to your online account.
2. Select My Account in the top navigation.
3. Click Change Plan in the Plan Details section.
4. Select Cancel after my GoToMeeting Free Trial ends and click Continue.

5. Click Cancel after Trial. You'll see a message and receive an email confirming that you won't be
charged after your free trial ends.
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Turn off renewal for paid plans
1. Log in to your online account.
2. Select My Account in the top navigation.
3. Click Turn Off Renewal in the Plan Details section.

4. Click Turn Off Renewal. Your service will stop, and you will not be automatically charged after your
plan ends. If you change your mind, you can log in at any time to restart your plan.

L)
clTR!x EIC-'!)'."E(‘-'_‘!@_' T Support | Log Out
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Renew your plan

1. Log in to your online account.

2. Select My Account in the top navigation.

3. Click Renew Your Plan in the Plan Details section.

GoToMeeting User Guide

4. If desired, click Edit to change your plan level. Then click Purchase Now. Your account will

reactivate immediately!

Note: You will be billed automatically on your billing start date.
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Billing and Cancellation FAQs

Review frequently asked billing and cancellation questions.

How do | change my password?

Have a new email address? Want to change passwords? See Change Your Login Info for more
information.

How do | cancel my paid subscription plan?

Your plan is set to auto-renew, but you can turn that setting off any time. See Cancel or Renew Your
Account for more information.

If you're on a corporate plan, contact our Corporate Billing Center.

How do | change my plan or switch products?

You can change your plan level at any time. See Change Your Plan for more information.

What charges apply when | change my plan?

Plan changes will be automatically adjusted and pro-rated against your current account balance. We'll
send you a confirmation email receipt after the changes are completed.

o If your new plan selection increases your subscription price, you'll be prompted to enter payment.
Once finished, you'll 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.

e If your new plan selection decreases your subscription price, we’ll credit your account and apply
the credit toward your next scheduled payment. Your subscription billing date will change to reflect
the date of the change in plan.

My account lapsed. How do | reactivate it?

We're glad you're back! See Cancel or Renew Your Account for more information.

How can | review the charges billed to my account?

You can see your account history by logging in and viewing your recent billing activity at the bottom of the
page.

How do | get answers to billing questions or request a refund?

Contact Global Customer Support and we'll take care of all your questions and requests.

Will I get a receipt for my purchase?

You can see all your receipts by logging in and clicking My Account > View All Activity. We’'ll also send
a receipt via email for your first subscription purchase, subsequent renewals and any time you change
your subscription plan.
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Preferences (Windows)

The Preferences window allows you to modify the settings for running GoToMeeting (including audio,
connection and integration settings).

Windows users can access Preferences by right-clicking the GoToMeeting daisy icon & in the
system tray, or from the File menu while in-session.

Mac users can access Preferences by opening the GoToMeeting desktop application and
selecting GoToMeeting > Preferences in the menu bar. Please see Preferences - Mac Users for
more information.

Start Up preferences

These settings allow you to determine how GoToMeeting is launched and updated.

Start Automatically — Choose to have GoToMeeting automatically launch as soon as you log in to
Windows.
Start Manually — Choose to have GoToMeeting wait until you manually launch it to open.
Remember me— Enter the login credentials for your account and choose whether GoToMeeting
should remember them when you launch it.
e Show me desktop notifications — Choose whether to allow GoToMeeting to show pop-up
notifications regarding your account.
e Remind me of upcoming meetings — Choose whether see pop-up notifications reminding
you of upcoming meetings.
Automatically install updates — Choose whether to allow the GoToMeeting desktop application
to automatically download and install new versions/builds when they become available (without
prompt).
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General preferences
The General category lets you set your general GoToMeeting preferences.

e File save settings - Enables you to save the Chat Log to any drive or directory.

e Security - Set the inactivity timeout to automatically stop screen sharing if there is no keyboard
input or mouse movement for the specified period of time.

e Session Identity - Remember your name and email as displayed in the attendee list.

General

File save settings
Always save these to the local machine:
[+]Chat Logs

Savein:

C:\Users\<usermame =\Documents

Session [dentity
[¥] Remember my name and email as it would appear in the attendes list.

Mame Jane Doe

Email | jane.doe Ecompany. com|
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Meetings preferences

The Meetings category lets you determine which GoToMeeting options are available to attendees during
a meeting. You can also select which messages are viewable during a meeting.

e Enable or disable the ability for attendees to chat and view the Attendee List.
Create a Chat Welcome Message that is sent to each attendee upon joining the meeting.
Enable or disable various system messages that appear to you when specific meeting actions
occur.

e Select the desired color for your GoToMeeting Viewer and Control Panel.

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
messages as they are received.

Meetings

Show attendees
When I host a meeting, start out allovang attendees to
[¥] view the Attendes List
[V]Chat
| When attendees arrive, show them this chat message:

Shaw me
[#] Chat bubbles
|| Arrival and departure messages
[7]Presenter change messages
[F]keyboard [ mouse contraller change messages

[¥] Orgariizer promotion messages
[¥Usage tips

My mterface calor

Select Calor: -
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Webinar preferences

Webinars

Show me
[7] Chat bubbles
[ aurrival and departure messages
[ Presenter change messages
[ Keyboard [ mouse controller change messages
[7] Oroanizer promotion messages
[V]usage tips

Training preferences
Trainings

Show me
Chat bubbles
Arrival and departure messages
Presenter change messages
Keyboard [ mouse controller change messages
[+/] Grganizer promotion messages
Usage tips
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Recording preferences

These preferences allow you to specify how sessions are recorded and where those recordings are
saved.

Note: Be sure to check your audio device settings under Audio. Mac users can only view meetings recorded in the Windows Media
Player format.

1. Select Recording in the left navigation.
2. In the Audio section, choose how you want the audio to be recorded:

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

e Use Use GoToMeeting integrated audio: Records everyone who speaks via VoIP or telephone.

eUse your own audio service: Uses a microphone to record the organizer's voice, while a phone

atch device will record everyone else who speaks (requires a physical input device).

Using GoToMeeting Using Your Own Audio Service
Integrated Audio

Records all unmuted :

K in the To record all unmuted speakers, you will need a phone
spea' ersin patch connected to both your phone and the mic in port of
meeting. 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 Windows must 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.

3. All recordings must be converted before they can be played back. In the Recordings section, select
whether or not to be reminded to convert recordings each time the session ends.

5. When your recordings are converted for playback, the recording files are saved to the Documents
folder by default (C:\Users\<username>\Documents). You can select another folder by clicking
Browse, navigating to the desired location and clicking Save. It is recommended that you choose a
location on your hard drive.

4. In the Preferences window, click OK.
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Recording

Audio
() Don't record audio

@) Use GaoToMeeting integrated audia
Records everyone who speaks (via microphone or telephone),

() Use your own audio service

Requires a physical nput device. A microphane will record just your
voice, A phone patdh device will record everyane who speaks,

heed audio helg?

Recordings

Recordings must be converted before anyone can view them,

@ Remind me to convert recordings after each recorded session

() Don't remind me to convert recordings

C:\UsersYaurare \Doouments Browse

I Convert Recordings Now |

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.
e Save in - Select the folder in which you want to save your recording.

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.
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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.

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

Integrations

GoToMesting integrations
[¥]Use GaToMeeting with
@ Micrasoft® Outlock®
IEME Lotus Notes® (not detected)

(1 My default email apolication

Connection preferences

The Connection category allows you to test the status of your GoToMeeting connection.

Note: To ensure a valid connection test, we advise that you refrain from testing your connection unless a GoToMeeting Global
Customer Care representative directs you to perform the connection test.

Connection
Test your GoToMeeting connection
1. Click Test Connection: | Test Connection
2, If the connection test fails:

wisit the Support Center

Test results
Connection test:  Passed

Audio preferences

The Audio category lets you set up and test your microphone and speakers for recording and for your
meetings utilizing VolP. If changes to your audio settings are made during a meeting, your microphone is
temporarily muted so you can privately manage your settings. See GoToMeeting Integrated Audio for
more information.
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e Microphone Setup - Select a microphone from the drop-down menu. To test, speak into your
microphone; if connected correctly, the sound bar will move when you speak.

e Speakers Setup - Select your speakers from the drop-down menu. To test, click Play Sound; if
connected correctly, the sound bar will move and you will hear a 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.

Audio
Q Microphone Setup
Select a device and speak into the microphone to test:
[ Micraphane (Logitech Webcam CS3...) »| & oooevonne
The meter will turn green when your microphone is working,
o|}) Spezkers Setup
Select a device and dick Play Sound to test:
| Speakers (Realtek High Definit...) =] 4 ooonoonoo
Click Play Sound and verify you can hear it playing from your speakers,
Play Sound O
Advanced

[V] Automatically adjust my system mixer settings

[¥] Use automatic volume and noise processing

Usually improves audio quality when people are talking. Unchecking
may improve the quality of music or other audio sources,

teed Additional Help?
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Webcam preferences

The Webcam category lets you set up and test your webcam for HDFaces Video Conferencing. Options
include:

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

e Select adisplay 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.

Webcam

B Webcam Setup

Your camera:

Logitech Webcam C930e Advanced |

Select a display format:
@ 4:3 (Noemal) 16:9 (Widescreen)

Questions? Visit the Support Center
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Preferences (Mac)

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.

800 Preferences - GoToMeeting
Bl General

B Recordings Account Information
&8 Meetings [ | Remember me on this computer
B Webcam
Email Address
Password
Display Mame

[ | Always show my name and email like this

Mame

Email Address

Email Integration

[ﬂLIse 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).
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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.
o 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 wbhecam as well as a display format.
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Install and Upgrade

Download GoToMeeting

To get the most out of GoToMeeting you can download and install the full-feature desktop software on
your Windows and Mac computer.

Install on individual computers

Windows and Mac users must install the GoToMeeting desktop software in order to host meetings from
their computers.

e Download the Windows/Mac version
e Download the Windows 8/RT version

For step-by-step instructions on downloading and installing the desktop software, see Install on Windows
or Install on Mac.

Distribute to multiple computers

System administrators may wish to install GoToMeeting across several computers at once (i.e.,
workstations at a company). See the following articles for more information:

e |Install the GoToMeeting MSI File (Windows)
e |nstall the GoToMeeting DMG File (Macs)

Install on mobile devices
Mobile users can install the GoToMeeting free on iOS, Android or Windows devices.

e Download the GoToMeeting app for iOS on the App Store. (See FAQs for more information.)

e Download the GoToMeeting app for Android on Google Play . (See FAQs for more information.)

e Download the GoToMeeting app for Windows Phone in the Windows Phone store. (See
GoToMeeting FAQs for more information.)

Trouble downloading?

For step-by-step instructions on downloading and installing the desktop software, see Install on Windows
or Install on Mac.

Trouble joining?
If you're running into problems joining a session, see the following resources:

e Join a Session
e Join a Session FAQs

e Join Help

© 2015 Citrix Systems. All rights reserved. 43


http://www.gotomeeting.com/host
http://apps.microsoft.com/windows/en-us/app/gotomeeting/346bf3d4-6423-44d1-8d43-82c14b7819e1
https://itunes.apple.com/us/app/gotomeeting/id424104128?mt=8
https://play.google.com/store/apps/details?id=com.citrixonline.android.gotomeeting&hl=en
http://www.windowsphone.com/en-us/store/app/gotomeeting/1e5df13b-aa82-417f-a338-ec16538dd1c0

GoToMeeting User Guide

Automatic Updates

You can easily install the latest version of GoToMeeting 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, 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

Category Start Lip

StartUo |

General Start

Meetings

Webinars @ Automatcally after I log in to Windows
Trainings

Recurrg;g ) Manually

Integrations

Connection .

Audio Legin

Webcar || Remember me on this computer

Show me desktop notifications
Remind me of upcaming Meetings

Periodically synchronize reminders with My Meetings.

Automatic Updates

[+] Austomatically mstal updates (recommended)

Visit gur website to learn about our latest updates

Ok

Cancel
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Steps for Installing on Windows

When you start or join a meeting, the installation package (including applications and plugins) will be
downloaded onto your computer. By leaving the applications installed and the plugin enabled, you will be
able to join future meetings more quickly by avoiding the extended download process. See Join Help for
troubleshooting information.

Note: These instructions apply to Windows customers only; also see Steps for Installing on Macs for more information. See
Join Help for troubleshooting information.

About the installation package

The installation package includes the following components:

GoToMeeting desktop app

This is the main software that you use to start and join meetings.

GoToMeeting Launcher app

This "helper" application is required to install and launch the GoToMeeting desktop application. It
must be installed on the computer, even if the GoToMeeting application is already installed.

Note: If you remove the Launcher application at a later time, you'll need to go through the entire download process again.
We don’t recommend that you do this if you frequently join meetings, as you will lose the benefit of faster join times.

Web Deployment browser plugin (optional)

This plugin allows your web browser to automatically start the Launcher application, which in turn
launches the GoToMeeting application. Although disabling or blocking the plugin will not prevent
you from joining meetings, our products work best if the plugin is allowed to run when the browser
prompts by clicking Allow, Run this time or Trust.

= | E )
Letrix Online w
L O K |8 CirixOnline LLE [US]| hipsy/download citrixonline.comylauncher 2/ aur 1w yriTime=14 [H| =
H— Citrix Online Web Deployment Plugin 1.0.0.104 needs your permission to r.. | Run this time | | Always run on this site | Leam more
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Download the desktop app

1. Organizers can start a meeting (or attendees can join a meeting) to initiate the software download.
Once the web browser launches, you will see the following:

o If the Launcher application is not installed (either first time joining or it was removed), then
the GoToMeeting Launcher.exe file will automatically start downloading. Continue to Step #2.

o If the Launcher application is already installed, then some or all of the following steps will be
skipped. The web browser will automatically start the Launcher app, which will then launch the
GoToMeeting application (or install it again, if needed). The customer will not need to continue
to Step #2, but they will see the dialogs described in Run GoToMeeting once installed.

2. If the Launcher application is not already installed, then the GoToMeeting Launcher.exe file will
automatically begin downloading. Depending on which web browser you are running, you can
complete the download as follows:

Mozilla Firefox®

e Click Save File when prompted by the "Opening GoToMeeting Launcher.exe" dialog (click
restart the download in the browser window if needed).

Opening GoTobeeting Launcher.exe &

You heve chosen bo apén:

* | GoToMecting Launcher.exe

which i Windows Installer Package
frome https://download.citriconline.com

Would you hike bo save this file?

Save File Caneel |

e Click the Downloads button ¥ in the toolbar, and then select the "GoToMeeting
Launcher.exe" file.
e Click Run if prompted.
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|
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GoTolMee . cjick save File in the

" dialog box in the center.

o=

[ Gipen File - Securing Waming

loed citraonline.com/launcher? e

Da yoms wiwd Lo min Bhis fla T

Name:  _\sursne\Direminads)
Publsher:  Ciliix Online
Tvoe Applicabrae

Freew  Coliperrdaur (Dl Toedkl @ L.,
T T
(] vy sk befoes opening this fie

Vit Filss from Eh Intermat £9n bo usefl, ths fle Sype can
mhuuww iy mr S e P Pkt

'@

auncher

Sechhds, bul iAol PheREE radtanm e dowhsisd

any tma

285 KB — cEnmonhing.com — 1215 FM

Show AR Dipenlcads

%

Google Chrome™

e When the download finishes, click GoToMeeting Launcher file.exe at the bottom of the
page to open the file (click restart the download in the browser window if needed).

e Click Run when prompted.

3

Chrestiom?
= Contad Global Cuslomar Suppor o baest io us Spoiomaating
= This downdogd indiudes 5

s

Click GaToMeeting
Launcher to begin.

O GeTobeeting Launc_..ex

Run GoToMeeting Launcher

The dowrioad should aulsmabicsily begin in 3 fie Seconds

ofwan componands Thad yous can gesable 3k anyEme

B i ek, s o festan e downloaid

Open Fle - Secunty Wasning ﬂ
D yous e bo rue il Tile@
Hame: .5 Dovwnlgads\ ol g Launsher, eoe
Publsher:  Citrin Daiing
Tipa: Application .
Feom CUdrenilscesce' GalaM g Laan, -
Chn D G | (B *
[¥] My aak before opareng ths ts
Ve Tl froe thes Inbered con be useful, fria i bype can
pobertialy harm your comgater. Dol run softwrans from publsheny
you bl i The ek}
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Internet Explorer®

e Click Run when prompted (click launch GoToMeeting again in the browser window if
needed).

Thiy doweload should automatically bagn |

% Run GoToMeetip~ ! annrhar

Click Run to start |
GoToMeeting. L 4

Qi T
Contact Global Cuttomer Suppon of heeet 1o ut Soolomessing \\'/

oftean: components Pl youw G SSdues ou ooy e

Do you waed 1o run of sive GoToldeeting Launcherexe from downbosd citrisonlseoom ! @ Sme | Cancel . W

3. The GoToMeeting Launcher application will be automatically installed, along with the Web
Deployment browser plugin (click Yes if prompted by User Account Control). GoToMeeting will be

automatically launched.

) Citrix Online Launcher [

6 Connecting to GoToMeeting. ..
w -—
Dowrloading GaToMeeting

[$ Verifying ID - GoToMeeting ]
I

-

Verifying Meeting ID...

Once the download is done, the customer will be able to join future meetings even faster! See Run
GoToMeeting once installed for more information about joining future meetings.

Note: If customers remove the Launcher application at a later time, they'll need to go through the entire download process
again. We don’t recommend that customers do this if they frequently join support sessions, as they will lose the benefit of faster

join times.

Run the desktop app once installed

Once the Launcher application has been installed, customers will not need to download it again (unless
they remove it). When these customers join a support session next, they will be prompted with additional
dialogs from the web browser requesting permission to start the Launcher and/or GoToMeeting

application on the customer's behalf.

Mozilla Firefox

If you are running Firefox, you may be prompted to choose an application to use (either the Citrix
Online Launcher application, or the GoToMeeting application).

1. Select the "Remember my choice for gotomeeting1468 links" check box to avoid being prompted
by the dialog again when joining future sessions.

2. Click OK to continue. The Launcher application will then start, as shown in Step #3 above.
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r‘ B’
Launch Application E

This link needs to be opened with an application.
Send to:

Choose an Application

[] Remember my choice for gotomeetingl468 links.

ok || cancer |

Google Chrome

If you are running Chrome, it may request your permission to open an external application (i.e., the
Launcher application or the GoToMeeting desktop application) by prompting you with an "External
Protocol Request".

1. Select the "Remember my choice for citrixonline links" check box to avoid being prompted by the
dialog again when joining future sessions.

2. Click Launch Application to continue. The Launcher application will then start, as shown in
Step #3 above.

External Protocol Reguest

GFoogle Chrome needs to launch an estemal application to handle
citroriline: ks, The link requeited i citronbmeff
download,citrzonhing comylauncherd Awnchled-EpIMEGZE-
ceTemEdGToWesmip TapdbMe_gSCEX_ro OV IR uoOlamibbg38f..,
Igl9kN_QEEF £G4 5 SPANINKqguaB W s TD e ZGeF baglow-1jr-
WiTlghipo-

GENIOBRB Tt 1k Th B ¥ S b wed 1B K5_fUNThH ofiH_EI3UhaFigdk.

The Fellewing application wall be launched if you secept this requedt:

SO Users\lsurane'\ BppDatatL ocal Cibod Launcher
VCitrOnlineLauncherexe™ *fuid(sfrgs /fdownload.citrivonline .comy’
launcherdy
lau,..gRK QKR 4B25G 485 0PN BNKqquaBDWI TD TG baghw-5jr-
V1Nghipa-

GO BTk T B3 B b S _re b 5_AUKTbHd ofH_E13Uhe g™

[f you did not infiate this request, it may represent an sttempted attack on
your fyiterm. Unless you took an explicet action to indtiate this request, wou
thauld press Do Mathing.

|| Remember my chioice for all link s of this bype.

Launch.Application Do Mo thing
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Internet Explorer

Customers running Internet Explorer v9 or newer will not be prompted by any additional dialogs.
Customers running v8 or older will be prompted to manually launch the applications.

1. Click Launch GoToMeeting in the web browser.

2. Click Run in the Application Run dialog. The Launcher application will then start, as shown in
Step #3 above.
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Steps for Installing on Macs

When you start or join a meeting, the installation package (including applications and plugins) will be
downloaded onto your computer. By leaving the applications installed and the plugin enabled, you will be
able to join future meetings more quickly by avoiding the extended download process. See Join Help for
troubleshooting information.

Note: These instructions apply to Mac customers only; also see Steps for Installing on Macs for more information. See Join Help for
troubleshooting information.

About the installation package
The installation package includes the following components:

e GoToMeeting desktop app
This is the main software that you use to start and join meetings.

e GoToMeeting Launcher app
This "helper" application is required to install and launch the GoToMeeting desktop application. It
must be installed on the computer, even if the GoToMeeting application is already installed.

Note: If you remove the Launcher application at a later time, you'll need to go through the entire download process again.
We don’t recommend that you do this if you frequently join meetings, as you will lose the benefit of faster join times.

o Web Deployment browser plugin (optional)
This plugin allows your web browser to automatically start the Launcher application, which in turn
launches the GoToMeeting application. Although disabling or blocking the plugin will not prevent
you from joining meetings, our products work best if the plugin is allowed to run when the browser
prompts by clicking Allow, Run this time or Trust.
Do you want to trust the website
“download.citrixonline.com” to use the “Citrix Online Web

(€73 Deployment Plugin 1.0.0.105" plug-in?

You can manage which websites you trust te use this plug=in in the
Security pane of Safari preferences.

T Never for this Website Trust Not Now

Download the desktop app

1. Organizers can start a meeting (or attendees can join a meeting) to initiate the software download.
Once the web browser launches, you will see the following:

o If the Launcher application is not installed (either first time joining or it was removed), then
the Citrix Online Launcher.dmg file will automatically start downloading. Continue to Step #2.

e If the Launcher application is already installed, then the web browser will automatically start
the Launcher app, which will then launch the GoToMeeting application (or install it again, if
needed). You will not need to continue to Step #2, but you will see the dialogs described in Run
the desktop app once installed.

2. If the Launcher application is not already installed, the Citrix Online Launcher.dmg file will
automatically begin downloading. Depending on which web browser you are running, you can
complete the download as follows:

e Apple Safari
Double-click the "Citrix Online Launcher" file in the browser’s Downloads window 2/ (click
restart the download if the download doesn't start).
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ann Citrix Online -
—

Ll m es) B+ | (i Online LLC & download titsizonline.com

. = Once a window opens, double-cli
Golc Click (@) above, then double-click ke
e y the Citrix Online Launcher =
Citrix Online Launcher.dmg. application. .

e Mozilla Firefox®
Select "Open with" then click OK when prompted (click restart the download in the browser

window if needed).
800 Opening Citrix Online Launcher.dmg

You have chosen to open:
4 Citrix Online Launcher.dmg

which is: Document
from: https://download.citrixonline.com

What should Firefox do with this file?
(=) Open with DiskimageMounter (default)

Save File

Do this autematically for files like this from now on.

eGoogle Chrome™
When the download finishes, click Citrix Online Launcher file.zip at the bottom of the page to

open the file (you may need to refresh the page and/or click download & run).

Once a window opens, double-click the

Clickibsiibliclopanit Citrix Online Launcher application.
TRIX

o Citrix Galine Launcher.dmg & showas

3. When the Citrix Online Launcher window opens, double-click the Launcher icon <.

0.0.0
Opening "Citrix Online Launcher.dmg®...
b T e e e e W Cance!
Finishing... @ A E .. Citrix Online Launcher
T A

Citrix Online Launcher

4. You will see a message noting that "Citrix Online Launcher" is an application downloaded from the
internet. Enable the "Don't warn me [...]" check box, then click Open to continue. The GoToMeeting
application will then finish downloading and automatically launch. Once the download is done,you will

be able to join future meetings even faster!

. "Citrix Online Launcher” is an application downloaded
E @ . from the Internet. Are you sure you want to open it?
Don't warn me when opening applications on this disk image
Citrix nage “Citrix Online Launcher.dmg”.
Firefo.

r Show Disk Image Cancel Open

4

See Run GoToMeeting once installed for more information about joining future meetings.
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Note: If you remove the Launcher application at a later time, you'll need to go through the entire download process again. We
don’t recommend that you do this if you frequently join meetings, as you will lose the benefit of faster join times.

Run the desktop app once installed

Once the Launcher application has been installed, you will not need to download it again (unless you
remove it). When you next start or join a meeting, you will be prompted with additional dialogs from the
web browser requesting permission to start the Launcher and/or GoToMeeting application on your behalf.

e Apple Safari
Users running Safari will not be prompted by any additional dialogs.
e Mozilla Firefox
If you are running Firefox, you may be prompted to choose an application to use (either the Citrix
Online Launcher application, or the GoToMeeting application).
1. Select the "Remember my choice for citrixonline links" check box to avoid being prompted
by the dialog again when joining future meetings.
2. Click OK to continue. The Launcher application will then start.

[ NN Launch Application

This link needs to be opened with an application.

Send o
GoToMesting
Choose an Application ([ Choose... )

[wj Remember my choice for gotomeeting 1468 links.
This can be changed in Firefox's preferences.

il‘:ancel;‘. !: OK _)

e Google Chrome
If you are running Chrome, it may request your permission to open an external application (i.e., the
Launcher application or the GoToMeeting desktop application) by prompting you with an "External
Protocol Request".

1. Select the "Remember my choice for citrixonline links" check box to avoid being prompted by
the dialog again when joining future meetings.

2. Click Launch Application to continue.

3. Click Open when prompted. The Launcher application will then start.
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External Protocol Request

Google Chrome needs to launch an external application
to handle citrixonling: links. The link requested is
citrixonline:/ fdownload.citrixonline.com flauncher 2
launch fel-ykMhDaHS_rKakESXgET R 1WsCE AwErl B-

bg P0G - nVapWabBFGOYRPMY CZvG ) Dd k.
gmlkzmhw_?jlulhhhﬁmw“rﬂwm

D‘J’SSIUHZ 5C_CwnjCEeqFRzODRAHgEMMEoGIS ppicBMAF
YIBUPGISUCWPCDEFrksGFSfm3LwWni0gfiBMgse.

The following application will be launched If you accept
this reguest:

Citrix Online Launcher

If you did not initate 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 Nothing.

™ Remember my choice for all links of this type.

{ DoMothing ) ( Launch Application

You are opening the application
“CitrixOnlineLauncher” fior the first time. Are you
sure you want to open this application?

The application i$ in a folder named “CitrixOnline.” To see the

application in the Finder without opening it, click Show
Application.

[ Show Application ) { Cancel ) [ Open )
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Disable the Launcher Plugin

Disable the Citrix Online Launcher plugin in Firefox on Windows
1. Open Firefox.

2. Select the Firefox menu > Add-ons.

Mew Tab b L7 Boolmarks F
B  Start Private Browsing History k
y Downloads
Fimel... & Add-ons
Save Page As... Opticns L
Send Link... Help ’
= Print... k
Web Developer k
Full Screen
Set Up Sync...
B ea

3. In the Add-ons Manager, find the Citrix Online Web Deployment Plugin. Click Disable.

et e e
[ ersson e el
+ $-~| | Searchail odd-ons =
theck to see f your plaging ane up bo datg
- Citrix Online Web Deployment Plugin 1.0.0.39 ]

-l Get Add-ons

* Extensions

}J_':. Appearance
. Plugins

‘Citree Orilane App Detector Plugen Mo | [Dissble

dewnloadUpdater 1.1.0.2 4
npadnui  flore Disshle

downloadUpdater2 1.3.0.0
npdnupdaterd e Dissble

Google Update 1.3.21.111
Google Update  hore Dissble

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.
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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
L 8 Plug-ans
L3 AN = //plugins &l A
ﬂ e

Plug-ins (17) E Detads

Citri Ondine Web Deployment Plugin

Citree Online App Detector Flugin

Disable Always 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.

ann (L) safari —
(s [o] (2[=fm] (o2 _
ltts ISl Desktop o Spidir W© CitrixOnlin.. gin.plugin
= Mac HD & Documents - Fonts Disabled
Bl iDisk @ Downloads i Google
B | |=] Library bl Movie
SHARED B Movies wd Input Methods
¥ PLACES | L& music &0 Internet Plug-ins 3
E Desktop |l Pictures e ITunes
| A mareenlin e S Keyhoand Layoues
F — [ Sites o Keychains
£ Appicatons o LaunchAgents
T Documents 88 Logs -
¥ SEARCH FOR 1 ) -:-“ wiail =
| Today o e ———— ey
1 of 1 selected, 54.36 GB available P

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.
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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 GoToMeeting, the
add-on will automatically become re-enabled.

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.

; L “/ @ Plug-ins * W
E Plug-ins I
Plugeins (9)  Details ]

Ciitrix Online Web Deployment Plugin - Version: 1.0
Plugin that datacts installed Cilrix Online products (visit www citxonline.com).

Disable [ Allow
Java - Version: 13.7.0

Java Plug-in 2 for NPAP] Browsers

Disanie O Anow a
54

Ll GERRLOnING L imaches. B0 = ‘I-_ﬂmw

You can re-enable it again by clicking Enable. Please note that each time you launch GoToMeeting,
the plugin will automatically become re-enabled.
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Uninstall GoToMeeting

When you start or join a session, the installation package that is downloaded onto your computer includes
the following components: GoToMeeting desktop application, the GoToMeeting and the Web Deployment
browser plugin. We don't recommend uninstalling any of the components of the installation package if you
frequently start or join sessions, because they enable you to get into session faster. However, if you need
to uninstall GoToMeeting, there are a few options for doing so.

Uninstall manually (recommended)
In order to completely uninstall all components of GoToMeeting, you will need to complete 3 steps:

1. Uninstall the desktop app: The process for uninstalling a desktop application from a computer
varies depending on the computer's operating system. See your operating system's user manual
for more information.

2. Uninstall the Citrix Online Launcher app: Follow the same process for uninstalling the Launcher
app as you did for uninstalling the desktop app.

3. Uninstall the Web Deployment browser plugin: Using Windows Explorer, go to
C:\Users\<username>\AppData\Local\Citrix\Plugins\104 and delete the "npappdetector.dll” file.

Example (Windows 7): Go to Windows Start'@' > Control Panel > Programs and Features. Right-click GoToMeeting and select
Uninstall > Yes.

(e ) ] |
@-u-v =% * Control Panel » Al Cortrcd Panel ems » Programs and Features w | %4 ||| Search Progroms and Feture =]
| File Edit View Teck Hep
Cermtiel Pand Heme -
Uninstall or change a program
Wiewy instalbed updates To uninstall a peogram, select i frem the kst and then chek Uninstall, Change, or Repar.
B Tuin Wisdored T€stuies &n &f
i Oigancg = Unarrigall — L ﬂ
Inatall 3 program from the T |
e Hame Fublsher Installed Om =
" GoTedssist Crawler 42302327 Citri Crfine, LLC 12 200e
ﬂﬁt Telggrst Bepert 220,778 Criree Oeling 121272004
@ﬁﬂn’d:ﬂmg 1042033 CrraOnkeg 13AL04
ElGeTolnr Urirntall Citrex Sysbems, Inc. WM -
‘ [
% CitrpcOnle Froduct versiors 1042033
o

Uninstall via MSI (advanced)

Domain administrators have the ability to automatically uninstall GoToMeeting from multiple users’
computers by configuring the Group Policy Object they used to install. To do this, they can do the
following:

WARNING: This method is not recommended, as some remnants may remain after un-installation (e.g., registry keys, shortcuts on
the users’ desktops and Start menu items). This may cause major side effects and impact future installations of GoToMeeting.

1. Before uninstalling user assigned GoToMeeting with a Group Policy, check that the "Start Manually
option is enabled from the GoToMeeting user preferences — and not "Start automatically after I log in
to Windows" (which may result in an incomplete uninstallation).

2. Go to GPO Properties.

3. Select the Deployment tab and select the "Uninstall this application when it falls out of the scope of
management" check box.
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Uninstall the Launcher application

When you start or join a session, the installation package that is downloaded onto your computer includes
the following components: GoToMeeting desktop application, the GoToMeeting and the Web Deployment
browser plugin. We don't recommend uninstalling any of the components of the installation package if you
frequently start or join sessions, because they enable you to get into session faster. However, if you need
to uninstall the Launcher application (e.g., to do a clean re-install), you can following the directions below.

The process for uninstalling the desktop application from a computer varies depending on the computer's
operating system. See your operating system's user manual for more information.

Example (Windows 7): Go to Windows Start © > control Panel > Programs and Features. Right-click
Citrix Online Launcher and select Uninstall > Yes.

= =) I
@u -'E"_J,. ¢ Contred Panedl » All Control Panel tems » Programs and Features - |+ I search #; ograms and Featunes 2l
File Edit View Took Help
Control Panel Home .
Uninstall or change a program
View installed updates To uninstall & pregram, select it frorm the it and then elick Uninstall, Change, ar Repair,
B Turm Windows features on or
off Organize =  Uninstall  Change  Repair =B ﬁ
Install a pregram from the W . |
P — Name Publisher Installed On =
18] Citrix ShareFille Sync Citri Systems, Inc. B9/202
B it Root Certificates Citrix Systems, Ine. RS04
B3 citrix Receiver Citeix Systems, Inc. B/22203
& Citrix Online Launcher Citrix 1172472014
£, Citrie Intranet Uninestall t& e by Citrig Br2d42004 -
S A Change .
E Citrix Product version: 1.0.2 Regair ort link: hitpe/fweww, cireonline comy
/ Help link: hetper T Size: 200 KB
&,

© 2015 Citrix Systems. All rights reserved. 59



GoToMeeting User Guide

Start, Schedule and Manage Meetings

Start Instant Meetings

You can start an unscheduled meeting any time you want using the desktop software, web account or our
mobile apps.

Start a Meet Now from the desktop application

1. On a Windows computer, right-click the GoToMeeting daisy icon @ in your system tray. On a Mac,
open GoToMeeting.

2. Select Meet Now.

&8 GuTuMeetini .

Schedule a Meeting...
My Meetings...

Join...

Help
Preferences...
About...

Exit

3. If prompted, enter your email and password, and click Log In. You can select the "Remember me
on this computer" check box, so you don't have to keep logging in every time you want to start a
meeting.

&8 Login - GoToMeeting i

Beturning users please log in here:
Trying to attend a meeting?

Email | Joi mEeting now
Password
: Don't have a GoToMeetng
Remember me on this computer account?
@EET nowy

Log in Eorgot your passwerd?

GoToMeeting automatically launches the session with your Control Panel appearing on the right side
of your screen.

4. Click Invite Others on the Control Panel to send the meeting information to your attendees.
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Start a Meet Now from the web
1. Log in to your GoToMeeting account.
2. On the My Meetings page, click Meet Now.

Schedulea Meeting

) Meet Mow
InSassion .

Weonesdy, A f

Daily Sync Up

Kbouwt L% | Tems of Seraice | Frivacy Poicy | Frosiie Feadtack

LY LIS NS

1 Galoestyed Golok i GaiToiWet

LLE AN pjht P Galulrak
3 ssbsidiany therpal and are or may be mghbered mrthe LS Patent and Tredemarc O0fce and nther coundries 8 ofh

LLL AS Dpestveics auno monfamncing Services 2 femvicad by O Doling Audo, LEC Ciini Dnlins Audio, LLT

s, 1R & A Ol THE B1H0 0 CONTETENCR s

L & 3 lolRcommuniiEinns prrstder

GoToMeeting automatically launches the session.

3. Click Invite Others on the Control Panel to send the meeting information to your attendees.

Start a Meet Now from Outlook

1. Once you've added the GoToMeeting Toolbar to Outlook, open Outlook, and select Add-Ins from

the banner.

2. Using the GoToMeeting Toolbar, select Meet Now.

-

gl &
e

Home Send / Receive Folder Wiew Add-lmns

(B Schedule a GoToMeeting ﬂ GoToMeeting = &% Meet Now (B Schedule Meeting

Menu Commands

Custom Toolbars

GoToMeeting automatically launches the session.

3. An invitation email should automatically pop up in Outlook. Send the invite to your attendees.
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Schedule a Meeting

You can schedule meetings and start instant meetings from the GoToMeeting desktop software or by
logging into your account online. You can also schedule recurring meetings to save your meeting for
future use. One-time meetings automatically expire 30 days after the scheduled end time, but recurring
meetings stay available until you delete them.

Schedule a meeting from the desktop software

1. Right-click the daisy icon in the system tray & (Windows) or toolbar (Mac).

If you don't have the GoToMeeting software installed, download it first.

&8 GoToMeeting

Meet Now...
Schedule s Mest ing...
My Meetings...

Joim...

Help

Convert Recordings...
Preferences...
About...

Exit

EN . § u@lzl [0 )it —I;..i

2. Use the Schedule a Meeting window to specify the details of your new meeting, as follows:

e Subject — Enter a title for the meeting.

e Date — Select the date and time of the meeting.

¢ Audio — Select the audio options that should be available to attendees. To add more international
long-distance (toll) and/or toll-free numbers, click Edit countries to choose more countries.

e Password — If desired, enable the "Require meeting password" check box and enter a password.
Attendees must enter the password in order to join the meeting.

3. If desired, enable the "Recurring meeting" check box so that you and your attendees can reuse the
same Meeting ID and audio information until you delete it from the My Meetings page.

4. Click Schedule when finished. The new meeting will then be available from the My Meeting page.
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&8 Schedule a Meeting - GoToMeeting =

Subject  Mew Meeting

‘When will this meeting take place?
Date Mon 12/23/2014 B~

Start 10:00AM [T End 11:00 AM Local Time Zone
[7] Regurrng meating

Audio
@) Uise builtdn audio conferending
() Prenide your own conference call information
) Provide VoIP only (requires microphone and speakers)
) Provide a conference call number only
@ Provide bath
\Where are your attendees located? (Edit countries)

[ require meating password

5. If you integrate GoToMeeting with an email client (like Outlook), a meeting invitation will pop up —
send it to attendees as a calendar appointment. If you want to remind attendees of a recurring
meeting, click Recurrence in your Outlook invitation email, or choose another calendar to remind
attendees.
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[ & Meeting Scheduled - GaTohesting |

A meeting hus been gcheduled in your Qutiook Calendar, Eriier
I.‘S;dmudnﬂm:sufﬁm you want tn attend and dide

— .
M9 0+« +|= GeTebleeting Invitation - Mew Meeting = Meeting =i iﬁ
| File. Nieeting Insert Format Text Revew @ i@
D Invitations hawe not been sent for this mesting.

T
1 | subject GoToRSeeting Invitation - New Meeti
| a ng
Send
Lorationc = RiOm S
Start time: | Mon 12029/2014 = | | 1000 AM =[] an day event
End tise: Kan 1272004 = | 1100 48 =
= -~ =
T DO U P O T [ O O SO OO O e

1. Please join my maeting.
hitpsy//plobal. gotomasting.comfoin /76700877

2, Use your microphone and speakers (VolP) - a headset is recommended. Or, call in using your telephone.

United 5tates: +1 (571) 317-3129

Australia (toll-freel: 1 800193 385

Australia: +61 2 9087 3601

Austria; +43 (0) 7 2088 1047

Belgiun: +32 (0) 28 08 4363 =

u See more about: Laura. @ -~

Schedule a meeting from the web

1. Log in at https://secure.citrixonline.com.

2. On the My Meetings page, click Schedule a meeting.

BB GaToMeeting

MY MEETINGS

A% Labs with Sightboard
T

Recurming

3. Use the pop-up window to specify the details of your new meeting, as follows:

e Subject — Enter a title for the meeting.

e Recurrence — Select whether the meeting occurs once or more using the drop-down menu.

e Date — Select the date and time of the meeting.

¢ Audio tab — Select the audio options that should be available to attendees. To add more
international long-distance (toll) and/or toll-free numbers, click Edit countries to choose more
countries.

e Co-organizers tab — If desired, enter the name or email address of attendees whom you would
like to become co-organizers of the meeting.
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o Password tab — If desired, enable the "Require meeting password" check box and enter a
password. Attendees must enter the password in order to join the meeting.

4. Click Save when finished. The new meeting will then be available from the My Meeting page.

New Meeting
DECEMEER 2014 > T
Qcurs once
(1] MO T WE ™ 21 SA 11:00 PM  |®| 12200 AM H
[GMT-08:00] Pacific Teme (U5 and Canadal; Tjuana &
Audio Co-organizers Password
® w (®) Use built-in audio
78 2 20 31 ' valp - Requires microphane and speakers

o~ Long distance number for; Australia and 17
ather countrses Edit
Inchede Toll-free Numbers (Openvoice
Integrated) for: Australia and 9 other countnes
Edit

() use my own conference call service

El install the Outlook or Google calendar plugin.

5. In the Invite people window, click Copy to copy the information to your clipboard and paste it into an
email, calendar invitation or web page.

Invite people

MNew Meeting
Fri, Dec 26, 11:00 PM Pacific Standard Time

Pleaze join my meeting from your computer, tablet or smartphone.
hitps//global.gotomeeting.com/join/539234453

You cam also dial in using your pharne,

Awstralia {Long distance): 1 800 189 04%

Access Code: 539-234-453

More phone numbers: hitps://global.gotomeeting.com/539234453
fmumbersdisplay html
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Start a Scheduled Meeting
You can start a scheduled session from the web or from your desktop if you have GoToMeeting installed.

You can also start a meeting from Google Calendar if you have the GoToMeeting extension installed.

Start a scheduled meeting from the desktop application

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

&g GoToMeeting
Meet Now...
Schedule a Meeting....
Iy Mestings...
: My Meetings - GoToMeeti Lo | -
&8 GoTo\Webinar WM et =
Webanar Haw.. Fieass oeict & mesting and cick Start, Irite, Edit or Delite, O for new mestings, dick
Schedule a Wehinar... Schedule Mew Meeting,
By Webinars...
start Invite [ Eat | Delete |
Jain.. f— :
Help Subject Date Time Meeting [0
Preferences... Tech Dac Sync Heaurring 445774341
About...
Mseing Sat 13/252012 S:00PW  31%-196-581
Log Out
(=]
Scheduls hew Mestng | Refresh [ gese ]

2. If prompted, enter your email and password, and click Log In.
3. Click Start next to the session you want to begin hosting.

You should see the Control Panel on the right side of your screen, which you can use to manage the
meeting.

Start a scheduled meeting from the web
1. Log in to your GoToMeeting account.

2. On the My Meetings page, click Start next to the meeting you want to host. Or, on a Windows
computer, you can right-click the GoToMeeting daisy icon @ in the system tray, and select My
Meetings > Start.

3. To start the meeting, enter your email address and password, and then click Log In. You should
see the Control Panel on the right side of your screen, which you can use to manage the meeting.
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T

Wadnesdap Aug & r}ai |!r. 5},“[ L'IF'

Start T

Aboat U | Termrsof Service | Prvacy Policy | Privise Feerdoocs

izi=g. GoToWetinat Fodw and Shareffe ane tadesanio of Chm
itk e SR gty o

Cinbne: LLC A rigris resarveil Citr oyt GoScherting GotsRl . §
10f A St mriiacy herit, and dne i tag b iegniered nthe LS Pebeot and Tradermath DFCe and otbes donsdres A2 nife g

TINE DWners
Citrin Omiine dadio, LU A Dpeniice midin conferenorig seaaces ye prosided gy Dine Onfime Aadio, LLT Ciria Cniline Ao, LLT b o telecommumoations prinider

Al iy e e N e |alei i and doridl ity Of De Ak ci P enng e

Start a scheduled meeting from Google Calendar
1. In Google Calendar, open the meeting you want to start.

2. Click Start Meeting.

Event details i L\ﬁ.’d a time

Where  hitps /i golomesating. condjoin/ 136531645

(%) GoToMeeting ngrge;

qn oL

Video call Add video call
Calendar | Citrix v

Created by dlpetry@gmail com

Description 4 piaase join my mesting.
https-/fwwwd gotomesting com/join/136531645

2. Uze your microphone and speakers (WolP) - a headset is recommended. Or, call in
using your telephone.

United States (toll-free). 1 688 G40 7162
United States: +1(213) 493-0015

Access Code: 136-531-G45
Audio PIN: Shown after joining the meeting

Meeting ID: 136-531-645

3. For GoToMeeting Free, and if you are already logged in to GoToMeeting, the meeting starts. The
GoToMeeting _Control Panel displays on the right side of your screen, which you can use to manage
the meeting. Otherwise, login to start the meeting.
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Edit a Scheduled Meeting

You can edit a scheduled meeting any time before the start time by simply opening the GoToMeeting
desktop application and clicking My Meetings or by logging in to your account from the web and selecting
the meeting you want to edit. If you decide to change the date and time of the meeting, remember to
notify your attendees of the change — the easiest way to let your attendees know of any changes is to
send out a new invitation email.

After 30 days past the scheduled end time, your session will expire, and you won't be able to start or edit
it. You will need to schedule a new meeting and send the new invite to your attendees.

Edit a scheduled meeting from the desktop application

1. On a Windows computer, right-click the GoToMeeting daisy icon @ in your system tray. On a Mac,
open GoToMeeting, and select My Meetings. Your scheduled meetings will be displayed.

2. If prompted, enter your email and password, and click Log In.
3. Select the meeting you want to edit, and then click Edit.
4. Make your changes, and click Save.

5. Be sure to contact any previously invited attendees to notify them of the change. If you reschedule
a meeting, remember to update your calendar appointment, or send a new invitation email to your
attendees.

@ by Meetings - GaTobMesting = ﬁ ﬂ Edit Meeting - E-arlu'-":etmq “‘H

Pleage select & meeting and dick Sart, Imte, Editor Delete. O for nesy meesings, dick Sudiect  Rrame your mestig
Scheche hiew Meetng il
e wall B et take place?

S bmase Ei Crelete

Datm Fr 682013 |
i cai o e - Start 4:00PM 3 Bnd S00PM -3 Lol Ties Jone
Tiech wriling shand up Rasouring 121-F10-406
Rpourring Generic Drile AecLiTing 14740 7- 06 RBLLITT g
Wed 552012 1100 AN BTS-806-35
dacho

¢ | Provnde sucio informatbion
@ Lse GoToMestng ntegrated audo
Provade valP only (requres mioophone and cpeakers)
Provaie 8 conference call number only
& Pravade bobh
Inciude additioral looal 1ol russbens (EdL tounires)

Prow o
Skl N Ty [ ovde your own conference ol informabon

Wi ) et ol
4 Regure meety pemnoed

Edit a scheduled meeting from the web

1. Log in to your GoToMeeting account.
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2. Next to the meeting you want to edit, click the Expand icon *** to open up the toolbar.

3. Click the Edit icon in the toolbar and make changes to the title, date/time, audio or
password of your meeting.

_Or_

Click the name of the meeting you would like to edit.

ﬁ GoTohbeating Hello, Collesn

MNew hMeeting m
1E wan

4. Click Save to save your changes.

5. Be sure to contact any previously invited attendees to notify them of the change. If you
reschedule a meeting, remember to update your calendar appointment, or send a new invitation
email to your attendees.
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View Scheduled Meetings

Your scheduled meetings are first displayed on the My Meetings page when you log in to your account,
as well as in the GoToMeeting desktop application.

View scheduled meetings from the desktop application

1. On a Windows computer, right-click the GoToMeeting daisy icon @ in your system tray. On a Mac,
open GoToMeeting, and select My Meetings.

2. If prompted, enter your email and password, and click Log In.

3. The My Meetings window appears listing all your scheduled meetings. You can start, edit or delete
a meeting, as well as schedule new meetings.

@ My Meetings - GoToMeeting e |
Fiedse select & meetng and chok S1art, Irete, Bt or Delete. Or for mew meetings, dick
Sehedule Hew Mesting.

J_'_'_I 1
| Start Tnwvite Edt | Delste
Lot Ciate Tiene Mestrg 1D
Tedh weiting stand up Requsmng 3229 10-406
ReCUrTIng Genenc Ireiie Requming 47407206
Schedue New Meetng | [ —— Close
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View scheduled meetings from the web

1. Log in to your GoToMeeting account.

2. The My Meetings page displays a list of your scheduled meetings, along with meetings that are
currently in-session. The meeting subject, start date and start time are displayed.

et s
X

Labis wilh Sighttooed
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To view the Meeting Invitation, click Expand icon *** and then the Invite icon . . You can click
Copy Invitation to copy the invitation and send it to attendees.

Invite People

Daily sync Up

L. Flease join roy maeting
o Wedresday, Aug 6 1200 Facfic Standsed Trme
o Fatgriglabatad ] gdm b pete mycnm en/ 19321 1277

2, Lise yisir rarraphang anel spaakers (alP) - 3 Peadset i seoommendad, O cal in
Leng yaur telephone.

o Uil Ergudon [Lorg dislancel «28 00 233 B9 ALRY

n Sweden [Long detance) 55 [0 9987 143

o Ceirmany |Lorg dotancel <29 (0 1805 879 4185

a Franca (Lnng dsrancel + 33 [0 488 704 1635

4 Maw Zesland [Lang cistance] +54 §00 4 879 4165

o Swirperand (Lo derascel +al 0] 106 F9Lt 65

a Retheriands (Long d=tance) + 31 |0) 668 58 155

O Uniileil Stabes | Lorg dislancer <1 (805) 00-a165

A Ireland [Lang dstance]. « 353 (0F 35 704 145

4 Denmark ILong custancel: +85 {01 26 79 41 &5

o lealy |Leeng distance) 430 0558 70 41 65

a Carada [Lomg distance| +1 |41&] 8754185

0 e |Lerg distanted <34 70 79 4165

Fzeling Bk 19REL1217

GoToMerting
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You can add a custom logo to your meetings, which attendees will see when a screen is not being

shared.

i GoToMeeting Viewer

s Report

Dial: 1 (415) 930-5400
Access Code; T52-930-937
Audio PIN: &

CiTRIX'

Talking: Jobe Sith

Wating fo view Jane Doe's screen

Organizer: Jane Doe | Presenter: Jane Doe

Audio: Use your microphone and speakers (VelP) or call in using your telephone.

Upload a custom logo for meetings

1. Log in to your online account.

2. Click the Menu icon = in the top navigation, then select Settings.

3. On the Settings page, click Upload Logo.

[ ]

[ ]

L]

L]

¥

1

1 Il HWTiTe]
: Upload Logo l{j
L

[ ]

[}

L]

1

@Qc‘ D:dcwn "

Duganae =
|} el Phgted i, LAPe

B Tomgoiss

il Hart ok

™ Computor

B Loves Rpwd

i Libraries

- Libsiufsei
+ Diestrarierild
o Mt
= Pchan
B wides

File name Dok Graphjpg

4. Browse for and select the desired image, then click Open. Your logo can be up to 400 x 200 pixels

and 100KB in size in either .GIF or .JPG format.
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5. Click Save when finished.

b5, LBurs

MY MEETINGS

SETTINGS

OTRAINING

Create a Personal Meeting Room

You can create your own personalized meeting room by reserving a URL and customizing the look and
feel of your meeting room. Reserving a meeting room allows you to quickly launch a meeting and have
attendees join at the same URL each time (without having to send out an invite for each meeting), which
is ideal for recurring or spur-of-the-moment meetings.

Note: The GoToMeet.Me program is currently in beta. Customers with GoToMeet.Me pages will notice many changes as the beta
development progresses. If you attempt to sign up using your existing GoToMeeting credentials but encounter a login error
prompting you to check your username and password, your account is not yet compatible.
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L] Lo

J i GutaMeeihie | fena Wit: x §

b
i

|f- = ¢ [B o onine Lue 1| Fps:/ gotomeetme jwilsen

Jenn Wilson

Join my meeting
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Create a meeting room
1. Log in to your online account.
2. Click Settings in the right navigation.

3. Under "Meeting room", click Let's get started!.

'@' GoTohesting = Hollz Jore

Settings

O

5
8
i

4. Choose a name for your meeting room; this name will appear at the end of the

URL "https://gotomeet.me/<your meeting room>". If the name is available, you will see a check mark
next to the box. If the name is already taken, you will see a message telling you to enter a different
name.

5. Click Reserve when finished, then customize your new meeting room!

Create your personal meeting room

Choose a name for your mesting room. Don't worry - if you change your mind, you can change it later.

ht rm:.-','g otomest.me’  Wilson

Customize your meeting room
1. Log in to your online account.
2. Click Settings in the right navigation, then click Edit next to your meeting room URL.

3. A pop-up window will provide you will the following customization options:
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e Profile tab — Change the URL or name of the meeting room, enter personal information about
yourself and choose a color theme. You can also click the Avatar icon = to upload a picture for
the meeting room.

e Audio tab — Select the audio options that should be available to attendees joining your meetings.

e Co-organizers tab — Add co-organizers to you meeting room, which will allow them to launch the
meeting on your behalf.

e Password tab — If desired, you can require that attendees enter a password to join your meeting.

Profile Audio Co-onganizers Password
Linik: httpsy//gotomast.me/|Wilson
|: i] Room Name; Jenn's Meeting
Your name: Jenn Wilson
Title: Marketing Director
About you: wwwLjennwilson.com
Location: Santa Barbara, CA

Jenn Wilson

o

JoironTy meating

Conbnue edinng

5. Click Save when finished. Go to your meeting room to see how it looks!
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Change your meeting room's URL
1. Log in to your online account.
2. Click Settings in the right navigation, then click Edit next to your meeting room URL.

3. On the Prdfile tab, change the URL of the meeting room. This will free up your former URL for
another GoToMeeting user.

4. Click Save when finished.

Profile Audio Co-organizers Password
Link: hitps:/fgotomest.me/JWilson
| ﬁl @ Jenn's Meeting
Your name: Jenn Wilson

Start your personal meeting

1. You can start your personal meeting room in either of the following ways:

¢ On the My Meetings page, click Start your meeting.

@ GaoTohtesting

|enn's Meeting | « e Schedule a meeting

| you wanl 10 Creats a meeting for 3 Ol Ui,

e

| I'I} WLrse this 1o meet aytime,

{Start your meeting |
e —

MY MEETINGS MEETING HISTORY =] Join a Meeting

Status Report S e
1200 PI - 1220 FM Pasific Daybgss Time tam ikl | Sharetl | & | 1

¢ Go to the URL of your personal meeting room, then click Join my meeting > Start the meeting.
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Jenn's Meeting

Waiting for Jenn Wilson to start the meeting.

If you are the organizer, please start tf

2. The GoToMeeting desktop app will automatically launch (or begin downloading if you do not have it
installed on that computer).

Invite others to join your meeting room
1. On the My Meetings home page, click Share.

2. Click Copy to copy the meeting information to your clipboard and send it to attendees as desired.

You can also simply direct attendees to open a web browser and go to your personal meeting room's
URL.

Jenn's Meeting | # &dn Schedule a meeting
| ] Lise this to meet anytame. Hf you want to oreabe & meeting for a certain time.
saryormesing | (e | s
MY MEETINGS | MEETING HISTORY Invite people
Tt Mot 31 Status Report Jenn's Meeting
1300 Pl = 1230 FM Pacific Duaylght Time
Organirers: jenn Wikson Please join my meeting from your compuier, tablet or smariphone
htips/gotomee me/TWilson

¥ou can also dial inusing your phane.
Uinited S5ates =1 [224] 501-3316

Apcess Code 350-248-093

Mare phone rumbsers

Aumtraley [Long distangel +61 2 3355 1034
AlTria (Long destance): +43 [2) 7 2088 1034
Selgium (Long detance) =22 (0] 28 03 5450
Canadcy (Long distance]: +1 [647) 457-5372
Denmsik ILoMa dotandek «£5 (0] &9 &8 0% &1

© 2015 Citrix Systems. All rights reserved. 79



GoToMeeting User Guide

Embed a Meet Now Button on Your Website

You can embed a GoToMeeting "Meet Now" button onto your website, so your attendees can easily join
scheduled or instant meetings. Just copy any of the HTML codes below and paste it into the source code

of the web page where you'd like to embed the button.

Add a Meet Now button

1. Copy any of the HTML codes below and paste it into the source code of your web page.

Large Gray Button

Meet Now
GRS HERE

<a href="https://www.gotomeeting.com/join"><img
src="http://www.citrixonlinecdn.com/dtsimages/im/support/en/Large_160X80.png" width="160"
height="80" border="0"></a>

Small White Button

Meet Now
CLICK HERE

GoTolMeeting

<a href="https://www.gotomeeting.com/join"><img
src="http://www.citrixonlinecdn.com/dtsimages/im/support/en/Small_120X60.png"
width="120" height="60" border="0"></a>

Gray Button with Meeting ID Field

Meet Now
lig CLICK HERE gl

&3 GoToMeeting

<script src="http://www.citrixonlinecdn.com/dtsimages/im/support/en/meetNowG.js
language="javascript" type="text/javascript"></script>

| White Button with Meeting ID Field
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White Button with Meeting ID Field

Enter Meeting ID

Meet Now
CLICK HERE
&5 GoToMeeting

<script src="http://www.citrixonlinecdn.com/dtsimages/im/support/en/meetNowW..js"
language="javascript" type="text/javascript"></script>

2. Schedule a meeting or start an instant meeting. Then invite attendees to join your meeting.

3. You can then instruct your attendees to visit your website and click the Meet Now button to join the
meeting. They can also join by clicking the Join URL from the invite.

e If your attendees click one of the buttons without the Meeting ID field, they'll be redirected to the
Join a Meeting web page where they can enter the 9-digit Meeting ID and click Join a Meeting
to enter.

&8 Join a Meeting

To cannect to an online meeting, enter the ED provided by the oroanizer
Meeting 1D

Join a Meeting

o If your attendees click one of the buttons with the Meeting ID field, they should be seamlessly
launched into the meeting after entering the Meeting ID.
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View Meeting History

You can view meeting history data to see information on your past meetings (date, time, title, duration
and attendees). Meeting history data is stored for 90 days after a meeting's scheduled end date. If you're
on a GoToMeeting corporate plan, meeting history is stored for up to 12 months.

View Meeting History
1. Log in to your GoToMeeting account.
2. On the My Meetings page, click the Meeting History column.

3.You can use the dates at the top of the page to select a date range for past meetings.

‘@ Gofoheeting

F=EIL Al E

Loy e ] bdeet Now S MO TU WL TH PR SA
1 it

Test123 . LEE

55 mine
3 M

e L Mew Meeting

New Meeting

83 mire

i Wew hMeeting

L e Mew Meeting

View Attendee Details

1. On the Meeting History column, select the number in the Attendees column to view attendee details
(i.e., name, email address and join and leave times) for a session.
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Meet Now Attendees

- Export to Exce|

Email Addmas Jain & Lisve Times

rinerstereggei@otmoninecom 130907 PR - 1230704 P

2. To export the attendee data to Excel (.XLS), click the Export to Excel button.
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Cancel a Meeting

You can edit or delete a scheduled meeting from the GoToMeeting desktop application or from the web.

Cancel a scheduled meeting from the desktop application

1. On a Windows computer, right-click the GoToMeeting daisy icon @ in your system tray. On a Mac,
open GoToMeeting, and select My Meetings. Your scheduled meetings will be displayed.

2. Select the meeting you wish to delete.

3. Select Delete. When prompted to delete the meeting, click OK. Remember to manually delete the
meeting from your calendar.

| &8 My Meetings - GoToMeeting b S|

Please select a meeting and dick Start, Invite, Edit or Delete. Or for new meetings, didk

Schedule New Mestng. ‘/

start | | wte | | e | [ Delete |
Subject Date Time Mesting ID
Tech writing stand up Recurring 322-910-906
Rescurring Generic Invibe Recurring 247-407-206
New Meeting Wed 5/9/2012 11:00 AM B75-806-358
Sync up Fri 7{2712012 10:00 AM ~ 563-547-590

| Scheduie New Mestng Refresh
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Cancel a scheduled meeting from the web
1. Log in to your GoToMeeting account.

2. Click the Expand icon “** to open up the toolbar next to the meeting you would like to cancel.

3. Select Trash icon ﬂ .

4. Click the Yes on the Delete Meeting dialog. Remember to cancel or delete the meeting from your
calendar.

Delete Meeting

Are yow sure thal you wan L dekete this
mestirg¥

N -
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Join a Session

You can join meetings from the web, desktop software or a mobile device!

Join a session from a computer
1. Access the meeting in any of the following ways:

e Invitation email

GoToMeeting User Guide

Select the Join URL in your Invitation email. This will launch a new web browser page.

SHld9 U e v |w GoTeMeeting Invitation - Quarterly Report - Meeting b=efiE m
Fﬂr“] Mesting Meafee E-mail Sean L) ﬂ
D This meeting request was updated after this message was sent. You showld open a later update or open the item on the calendar.
Fram: Jane Doe <customercaneSgotowebinar., com Lent:  Fri L/22005 4:55 PM
Subject: GoTeMesting Invitation - Quarerly Repart
Location:
When: Friday, January 02, 2005 5:00 PM-E:00 PM
1. Please join my meeting. O
https:/plobalgotomeeting.com/join /483741173
2. Use your microphane and speakers (VolP) - a headset is recommended. Or, callin using your telephane.
United States: +1 (312) 757-3129
Awstralia (toll-free): 1 800 193 385 -
) See more sbout: lane Doe, ':1 L]

e \Web browser

Open a web browser and go to the Join the Meeting page. Enter the meeting ID (listed in your

Invitation email), then click Continue.

Join the Meeting

To connect 1o an online mesetng, ener the mesatng |0 provided by the meeting organizer

Meeting ID | |

© 2015 Citrix Systems. All rights reserved.
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e Desktop software

Right-click the daisy icon in the system tray &8 (Windows) or toolbar (Mac). Select Join, enter
the meeting ID (listed in your Invitation email), and click OK.

Note: This method is only available if you already have the GoToMeeting desktop software installed on your computer.

( g3 Join a session - GeToMesting ===
Phease enter the Meetng, Webinar or Training [D.
2] -
Lo [ comxe |

2. Depending on the organizer's account settings (as well as your operating system and web browser),
you will be launched into session via the web app or via the desktop software. The desktop software
will be automatically installed if needed.

Note: If you have not yet done so, you will first be prompted to register for the active meeting.

3. 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 from a mobile device
1. Access the meeting in either of the following ways:

e Invitation email
Select the Join URL in your Invitation email. This will automatically launch the mobile app (or
the app store if you have not yet installed it onto your device).

e Mobile app
Open the GoToMeeting app, enter the meeting ID and select Join. Alternatively, you can select
the scheduled meeting from the list that is imported from your phone's calendar (if available).

6233 P

Join a Meeting

— “fouw don't have amy maalings in

your calandar for tha nasd 3 doys
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2. You will be automatically launched into session. If you have not yet installed the mobile app, you
will be instructed to do so. See the following articles for more information:

e Download the GoToMeeting app for iOS on the App Store. (See FAQs for more information.)

e Download the GoToMeeting app for Android on Google Play . (See FAQs for more information.)

e Download the GoToMeeting app for Windows Phone in the Windows Phone store. (See
GoToMeeting FAQs for more information.)

GoToMeeting Web App

Using the GoToMeeting Web App, you can join meetings entirely within your web browser (rather than
installing and using the GoToMeeting desktop app). This provides you with the following advantages:

e You can get into meetings even faster than with the desktop app (great for when you need to
quickly touch base and share your screen).

e If you have software-installation restrictions (e.g., using a company computer or net kiosk), you can
still quickly and easily join sessions.

e You can easily switch to the full-featured desktop app if you want to use additional features.

e If you are running an operating system that isn't supported by the desktop app (e.g., Linux, Google
Chrome OS, Windows XP or older), you can join sessions entirely within your web browser.

Note: Once you have switched to the desktop app, you will then use it to join subsequent sessions directly rather than first joining
via the Web App.

' i ] o
/| 1 GoTeMeeting ®#OY
| € - O | Cirix Online i.u; |;!.,I§.|- hitpsy/appgolemesting.com/meetingld= 266672453 Cify @ @ =

Q3
EARMINGS

Web app features and tools
You can use the following features and tools when you join a session from the Web App.

e Join instantly without going through a download or installation.

© 2015 Citrix Systems. All rights reserved. 88


https://itunes.apple.com/us/app/gotomeeting/id424104128?mt=8
https://play.google.com/store/apps/details?id=com.citrixonline.android.gotomeeting&hl=en
http://www.windowsphone.com/en-us/store/app/gotomeeting/1e5df13b-aa82-417f-a338-ec16538dd1c0

GoToMeeting User Guide

View the presenter's shared screen.

View webcams being shared by other attendees.

Share your own screen (if made presenter).*

Connect to the audio conference using your computer's mic and speakers.*
Connect to the audio conference by dialing in via phone.

Send chat messages to other attendees (either privately or to everyone).
Mute and unmute yourself, and see which attendees are speaking.

Change the language of the web app.

Note: The availability of these features depends on the attendee's web browser. ltems marked with an asterisk (*) are only available
attendees running Chrome.

Enable/disable the web app

Organizers must have the Web App enabled in order to provide attendees the ability to join via their web
browsers. Once it is enabled, all attendees who do not have the desktop app or the Citrix Online
Launcher application installed on their computer will automatically join sessions via the Web App.

1. Click Settings in the right navigation.

2. In the "Web app" section, enable or disable the "Attendees will join meetings from the web app"
check box.

3. Click Save when finished.

Note: Any change to this setting will affect all future sessions, including those that have already been scheduled.

~ oA

Join a session via Web App

When Web App has been enabled, GoToMeeting will automatically detect the optimal join method for
each attendee.

e If you already have the desktop app or the Citrix Online Launcher application installed, then
you will join the session using the desktop app (an updated version will be downloaded if needed).

e If you have neither of those applications installed, then you will join directly through your web
browser using the Web App.

e If you cannot install software on your computer, then you will join the session directly through
your web browser using the Web App.

See the GoToMeeting Web App FAQs for more information and system requirements.
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Connect to session audio

1. The first time you join a session via web app, you will see a "Select audio” pop-up. You can then
select either Use computer audio (VolIP) or Dial in using a phone (depending on the audio options
provided by the organizer). You can switch audio modes at any time during the session.

Note: You will only see this prompt the first time you join. The web browser will then remember your selection for future
sessions.

Select Audio

o) - (S

Use computer Dial in using &
Audio phone

| don't need audio

Join via mic and speakers (VolP)

Note: This feature is only available for attendees using Google Chrome. Attendees using other web browsers must switch to
Chrome or download the desktop app in order to use it.

e If you select Use computer audio, you will be prompted to allow the browser to use your
microphone. Click Allow to continue.

o [

.I,-"J (50 GoToMeeting e \

€ -» C' |8 Citrix Online LLC [US]| https://app.gotomeeting.com,/meetingid=6008344 oF

=

\!, https:/fapp.gotomeeting.com, wants to use your microphone. lml Deny Learn more

¢ You will then see a "computer audio" pop-up window. You can select which device to use as your
mic, then click OK, I'm all set to join the meeting.
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Computer audio

Microphone

Speakers

)

O, fm a5t

Join via phone

o If you select Dial in using a phone, you will see "call in" information. You can select the desired
country, use a telephone to dial in to the audio and then click OK, I'm all set.

S
Call in using your phone

United States (boll-free)
: 1888 640 7162

\ccess code @ 600-834-477
Audio PIN  : 14

If you're .'|'r|'*.'-.|:|;,' on the call, press 148 now.

omputers audio, switch to the desktop version of GoToMesting

QK. I'm all sat!
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Mute/unmute yourself
You can easily mute or unmute yourself at any time in either of the following ways:

e Click the Audio button @ in the right navigation. It will turn red € when muted and green when
unmuted @ (i.e., others can hear you).
o Click the Attendees icon 24X in the right navigation, then select your own name and click Mute me.

Talking: Maria johnson

Switch audio modes (mic/speakers vs. phone)

Note: This feature is only available for attendees using Google Chrome. Attendees using other web browsers must switch to
Chrome or download the desktop app in order to use it.

You can switch between using your mic and speakers (VolP) and dialing in via phone at any time.
1. Click the Settings icon tinthe right navigation.
2. On the Audio tab, select one of the following (depending on what options the organizer provided):

e Computer Audio — Use the drop-down menu to select which device to use as mic and speakers.
e Phone call — Use the drop-down menu to select which country's audio information should be
displayed.
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Talking: Maria Jahnion x

Settings

Audio General

—
Waiting to view Sue Miller's screen. () Phonecall  Audio l
Computer Audio
(=) }Phone call
United States phone numbers:
Long Distance  ©  +1(E36)530-0007
AtcessCode  ©  54pga3cal
Ao PIN ;4
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Chat with other attendees
You can send instant chat messages to other attendees during the session.

1. Click the Chat icon 2 in the right navigation.

2. Use the drop-down menu to select the recipients of your message (everyone, organizers only,

presenters only or a specific attendee).

3. Enter your message in the text field, then click Send.

Chat

.}:‘,L:. S Miner (Orgacsiner. Presentor 10 Everpone

Thanks for joining everyone!

Hi Chris - do you know if David is
joining today?

.& Chris jones 1o Ae
No, | don't think so. Let's ask Sue to
record the session

Ton Eﬂ:q\um L

e (0

Mie coChrs jom

| Send

| Everyone
Qrganizer(s) only

Presenter on
Sue Miller (Organizer, Presenter)
| Chris jones ¥

—

© 2015 Citrix Systems. All rights reserved.

94



GoToMeeting User Guide

Enable/disable speaker notifications

The web app displays a notification in the top right that indicates who is speaking. You can turn these
notifications on or off.

1. Click the Settings icon tinthe right navigation.
2. On the General tab, use the Speaker Natifications toggle to turn naotifications on or off.

3. If desired, you can change the opacity of the notification itself so that it doesn't obscure the
presenter's screen.

——— X

St -l Settings

Audio General

| @

Select Language
Ch English b
=i Speaker Notifications

Opacity: - o
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Share your screen (become presenter)

Note: This feature is only available for attendees using Google Chrome. Attendees using other web browsers must switch to
Chrome or download the desktop app in order to use it.

You can share your own screen (or a particular application) with the rest of the meeting participants.

1. An organizer must first give you presenter control.

2. You will be notified that you have been given presenter control and that in order to share your
screen you must first install an extension. Click Download to continue.

Share your screen?

To become a presenter, please download a small extension 1o
select the app of screen that you want to share, GoToMeeting
will guide you through this short. one-time process,

If you don't want to download this extension, you'll need to

download and switch to the desktop version of GoToMeeting
instead.

3. You will be prompted to download the GoToMeeting Pro Screensharing extension. Click Add to
continue.

Add 1o Chromse

GoTaMeeting Pro Sereensharing
oy i ]

It cam:

= Fead your brawsing hastary
= Capture content of WO Rreen
= Cammunicate vith coDpetatang websibe

add | Cancel

4. Once the extension is successfully installed, you will be prompted to select which portion of your

screen to share — either their your screen, or a particular application (all applications currently running
will be shown). Click Share to continue.
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Share your screen - GoToMeeting Pro Screensharing

GoTabdesting Pro Screenshanng would hke to share the centent af your screen with
app.gatameeting.com. Chaese what yeu'd like ko share,

Enitire sereen GaTeleating - Google Chie..

Share

Cancel

5. While your screen is being shared, you will see a pop-up window reminding you that other
attendees can see your screen. You can click Hide to minimize the window if desired.

GoToMeeting Pro Screensharing is shaning your screen with 2pp.gotomeeting.com., Stop tharing Hide

6. You can click Stop Sharing on the pop-up window to stop sharing your screen.

Change your name and email address

You can change the name displayed to other attendees in the Control Panel.

1. Click the Attendees icon 444 in the right navigation.

2. Click the Arrow icon next to your name and select Edit name & email.

3. Enter your desired name and email, then click OK.

Attendees

Mana johnson

Unmute me

& Chris Jones
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Change the web app's language
1. Click the Settings icon {tinthe right navigation.
2. On the General tab, use the drop-down menu to select the desired language.
Talking: Maria johnson »
: Settings

Audio General

Select Language
English r
=il Speaker MNotifications

opacity: € ——— @&

Switch to the desktop app
You can easily switch to the desktop app to use all of the features that GoToMeeting offers.

1. Click the Daisy icon & in the right navigation.

2. Click Switch to the desktop version. The download will begin immediately; see Steps for Installing
on Windows or Steps for Installing on Macs for more information.

Note: Once you have switched to the desktop app, you will then use it to join subsequent sessions directly rather than first
joining via the Web App.

Talking: Maria johnson »

Need More Options?

Share webcam
Control keyboard & mouse
Use drawing tools

&
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Limitations of the Web App

While the Web Appallows attendees to use many of the same features and tools as the GoToMeeting
desktop app, there are some features that are not supported. To use any of these features, attendees can
simply Switch to the desktop app while in session.

Note: Once attendees have downloaded the desktop app, they will join all future sessions using the desktop app (unless they
uninstall both it and the Citrix Online Launcher application).

Organizers cannot host sessions using the Web App.

Attendees cannot be promoted to organizer (though they can be promoted to Presenter).
Attendees cannot take control of the presenter's mouse and keyboard.

Attendees cannot use drawing tools.

Attendees cannot share their own webcams.

& Join a Metting | Getobeeei.. = | =
h

{‘ R jiobal getpmeeting.com o

®

E
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Join Help

If you are having trouble joining a meeting, see below for some common troubleshooting information. For
detailed instructions on installing a meeting, please see the Install on Windows and Install on Mac
articles.

| can't join a meeting.
If you're having trouble joining a meeting, then try the following troubleshooting steps:

e Make sure that you have gone through the join steps described in the Install the Desktop
Application on Windows and Install the Desktop Application on Mac articles. These detailed
instructions will ensure that all three components of the installation package are downloaded onto
your computer, including the Launcher application, GoToMeeting desktop application and Web
Deployment plugin.

e Try uninstalling both the GoToMeeting desktop application and the Launcher application so that
you can start fresh, then go through the join steps described in the Install the Desktop Application
on Windows and Install the Desktop Application on Mac articles again.

e How to Uninstall GoToMeeting from a PC
¢ How to Uninstall GoToMeeting from a Mac

o |If that doesn't work, try rebooting your computer. Often this will resolve many issues you may be
experiencing by resetting the current state of your software and starting over again.

o If you still have trouble joining a meeting, please contact Citrix Customer Care.

When I try to install GoToMeeting, nothing happens.

If you're having trouble installing the GoToMeeting desktop application, then try the following
troubleshooting steps:

o The GoToMeeting application may be minimized or hidden behind other application windows.
Check the Task Bar (Windows) or Dock (Mac) at the bottom of the screen for the GoToMeeting
daisy icon, then click on it to expand the Viewer and Control Panel and see the in-session meeting.

o If you're sure it didn't install properly, make sure you're following the steps for the specific web
browser you're using. Please see the Install the Desktop Application on Windows and Install the

Desktop Application on Mac articles for more detailed instructions about downloading with each
web browser.

e When you install using Internet Explorer, you should see a prompt at the bottom of the
screen that says "Do you want to run or save GoToMeeting Launcher.exe from
download.citrixonline.com?". You'll need to click Run to continue.

e When you install using Firefox, you should see one of the following pop-up windows:

e If an "Opening GoToMeeting Launcher.exe" pop-up window asks you if you would
like to save the file, you'll need to click Save File to continue.

e If a "Launch Application" pop-up window asks you to choose an application, you'll
need to click OK to continue.

¢ When you install using Chrome, you should see one of the following options:

e If no pop-up window appears, you should see a GoToMeeting Launcher.exe button
appear at the bottom-left of the browser window. You'll need to click it to continue.

o If an "External Protocol Request" pop-up window appears, you'll need to click
Launch Application to continue.

© 2015 Citrix Systems. All rights reserved. 100


http://support.citrixonline.com/en_US/meeting/knowledge_articles/000022230
http://support.citrixonline.com/en_US/meeting/knowledge_articles/000048860

GoToMeeting User Guide

When you install using Safari, you'll need to double-click the "Citrix Online Launcher" file
in the browser’s Downloads window to continue.

If you have previously joined a meeting, webinar or training from the same computer, Internet
Explorer may redirect you to the Connected to GoToMeeting page without showing the prompt at
the bottom of the page. In this case, try clicking launch GoToMeeting again on the “Connected to

GoToMeeting” page to prompt a manual download.

[E=R RSN

I GoloMeeting - Citris "
@@ 0=

2 | & hnpesdownload citrixonline.com/Taun

GoTolMeeting

@ _RLII."I_ GG_TQM_EEHHQ_LEIUHCHEI“_

DhigstionsT
1 (dobal Cuitomer Supporler beoel b us {Egokeaeing

‘ Click GoToMeeting
| Launcher to begin.

& Show ol gowelngds X

O GoToMesting Launc_eve

The web browser version that you are using may be outdated and not supported by GoToMeeting
(see the system requirements for more information). Try joining from another web browser, or
update to a newer version of your current browser:

e Update Internet Explorer

e Update Mozilla Firefox

e Update Google Chrome

e Update Apple Safari
If you still have trouble joining a meeting, please contact Citrix Customer Care.

| can see the meeting on my computer but | cannot hear anything.

You may not have the right settings selected for the type of audio that your organizer provided (i.e.,
dialing in via phone vs. using your computer's mic and speakers). Please see the Audio and Audio Help

articles for more detailed information.

| can hear audio from my computer but | cannot see anything.

If you are hearing the audio of your session through your computer speakers but cannot see the
presentation, the Viewer window is likely minimized.
The GoToMeeting application may be minimized or hidden behind other application windows.

Check the Task Bar (Windows) or Dock (Mac) at the bottom of the screen for the GoToMeeting
daisy icon, then click on it to expand the Viewer and Control Panel and see the in-session meeting.
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I get a "Could not Connect" error when I try to join a session.

If you have a security program or firewall on your Windows computer that blocks connection with
applications, you may need to manually enable GoToMeeting to join sessions. You may do this by
opening your security software and accessing its firewall settings. Most security programs will allow you to
configure access for specific programs in their firewall settings. To configure the firewall to allow
GoToMeeting, look in the program rules for g2mcomm.exe and set it to “Allow” or “Full Access”.

@ Could Mot Connect - GoTeMeeting ﬁ
A connection could not be established. Please verify:

« You are connected to the internet.

= A personal firewall, such as ZoneAlarm®, Norton Personal Firewall™,

ete. has not blocked GoToMeeting. If 50, go to your firewal's program
controls, unblock GoToMeeting and try again,

MHeed more help? [ Retry I Euit

For more targeted assistance, please visit the support site of the manufacturer of the security program
that you have installed on your computer:

avast!

AVG
Kaspersky
McAfee
Norton
Trend Micro
VIPRE
Webroot
Zone Alarm

| can't use GoToMeeting with a firewall, anti-virus program or anti-spyware.

If you have a security program or firewall (such as Norton or McAffee) on your Windows computer that
blocks connection with applications, you may need to manually enable GoToMeeting to join sessions.
You may do this by opening your security software and accessing its firewall settings. Most security
programs will allow you to configure access for specific programs in their firewall settings. To configure
the firewall to allow GoToMeeting, look in the program rules for g2comm.exe and set it to "Allow" or "Full
Access."

Configure firewalls on your computer.
1. Host or join a session to set off your firewall.

2. When prompted to enable GoToMeeting to access the Internet, click Yes. Then select the
"Remember the answer each time | use this program" check box.
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3. Open your anti-virus program to allow it to accept all GoToMeeting files. The following must be
admitted via 1 of 3 ports: 80, 443 or 8200. One-way TCP connectivity is required (TCP outbound).

g2m_download.exe G2MStart.exe G2MChat.exe
AppCore.exe G2MLauncher.exe G2MQandA.exe
G2MlinstallerExtractor.exe |G2MTesting.exe G2MSessionControl.exe
G2MCorelnstExtractor.exe |G2MMaterials.exe G2MMatchMaking.exe
G2MCodeclinstExtractor.ex [G2MPolling.exe G2MRecorder.exe

e

G2MInstHigh.exe G2MView.exe G2MTranscoder.exe
G2Minstaller.exe G2MUIl.exe G2MFeedback.exe
G2MUninstall.exe G2MComm.exe G2MHost.exee

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 GoToMeeting to connect.

Join a Session FAQs

Review frequently asked questions on joining a session.

How do | join a session?

Open your GoToMeeting invitation emails, and click the Join URL. Or, you can visit the Join a Meeting
page, and enter your 9-digit Meeting ID from your invite.

Do I need a account to attend a session?

No, you don't need a account to attend a session.

What are the system requirements for attending a session?

¢ Internet connection

e Windows® 8, 7, Vista, 2003 Server or XP

e Mac OS® X 10.6 (Snow Leopard®) or newer
e iOS 6 or newer

e Android 2.2 or higher

e 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 GoToMeeting session from an iPad, iPhone or iPod touch?

Yes, you can attend sessions on your iPad, iPhone, or iPod touch as an attendee only. You won't have
the ability to share your screen if given presenter control.
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Can | attend a GoToMeeting session from an Android smartphone or tablet?

Yes, you can attend sessions on your 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.

GoToMeeting Web App FAQs

Review frequently asked questions about attending meetings via the web app. Also see GoToMeeting
Web App for more information.

What is the GoToMeeting web app?

You can use the GoToMeeting web app to join sessions through your web browser (rather than joining via
the GoToMeeting desktop app). See GoToMeeting Web App for more information.

Can | also host meetings with the web app?

No. The web app is only for attendees who are joining the session; organizers must use the desktop app
to host meetings.

Can I tell if my account is enabled for web app?

Yes. Log in to your account, click Settings in the right navigation and look under the "Web app" section. If
the "Attendees will join meetings from the web app" check box is enabled, the your attendees can join via
web app. If it is disabled, then you will need to enable it in order to have attendees join via web.

Is the web app experience different from the desktop app experience?

Yes. Unlike the GoToMeeting desktop app, the GoToMeeting web app runs entirely in the attendee's web
browser and does not require any download or installation. Like the desktop app, the web app also has a
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collapsible Control Panel that appears at the right of the screen and provides attendees with various
features and tools (including chat, mute and language settings).

While the web app allows attendees to use most of the same features and tools as the desktop app, there
are some features that are not supported. See "Limitations of the web app" under GoToMeeting Web App
for more information.

Can an attendee select the web app over the desktop app?

If an attendee already has GoToMeeting installed, they will have to uninstall both the application and the
Citrix Online Launcher in order to use Web App.

Can I tell which attendees have joined with the web app?

Yes. You can easily see which attendees have joined via web app by checking the Attendee pane of the
Control Panel. Attendees who have joined via web app will have the text "(web)" next to their name.

: B Sud Miller (me, presenior. arganic
% m Chris Jones

1 Ua.'-l:.".'.'ulllama@

Maria Johnson

¢ § £ £

Tan Ban g

Can web app attendees share their screen?

Yes. Web app attendees can be promoted to presenter and share their own screen. They will need to
install the GoToMeeting Pro Screensharing extension in order to do so.

Note: This feature is only available for attendees using Google Chrome. Attendees using other web browsers must switch to
Chrome or download the desktop app in order to use it.

Can web app attendees join the audio conference using VolP?

Yes. Web app attendees can use their computer's mic and speakers to join the audio conference (VolIP).

Note: This feature is only available for attendees using Google Chrome. Attendees using other web browsers must switch to
Chrome or download the desktop app in order to use it.
Can web app attendees join the audio conference by dialing in via phone?

Yes. Web app attendees can dial in by phone in the same way as with the desktop app. Organizers can
provide long-distance (toll), toll-free and third-party phone numbers for attendees.

Can web app attendees be muted by the organizer?

Yes. If web app attendees connect to audio via VoIP or dial in via phone and use the audio PIN, then the
organizer can mute them. If they do not use the audio PIN to identify themselves, then the organizer will
not be able to mute them.
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What are the system requirements for the web app?
In order to join meetings via Web App, the following must be true on the attendee's computer:

e Internet Explorer 8.0 or newer or Safari 5.1 or newer with Flash Player 10.2 or newer and
JavaScript enabled.
e Firefox 24 or higher and Chrome 31 and higher.

Does the web app work on Mac or Linux systems?

Yes. The GoToMeeting Web App works on Mac systems that meet the above requirements. Although the
GoToMeeting Web App does not officially support Linux, it may also work on Linux systems that meet the

above requirements.

Note: Because Linux is not officially supported by GoToMeeting, the Global Customer Support team will be unable to troubleshoot
any Linux joining issues.
Does the web app work with mobile devices?

No. The web app can only be used for desktop computers, but the GoToMeeting apps for iOS, Android
and Windows Phones allow attendees to easily join sessions from their mobile devices.

Is web app available to international customers?

Yes, the Web App is available to both U.S. and international organizers. Attendees will see the Globe
icon in their Control Panel, which they can click to switch their language while in session.

Is the web app available with GoToWebinar and GoToTraining?

Yes, GoToWebinar and GoToTraining each have their own web apps.

Are there any security limitations with the web app?

Just like the current version of GoToMeeting, the web app is backed by end-to-end 128-bit AES
encryption. Attending meetings from a “locked-down” environment should be faster and easier since a
download is not required when using the web app.

Note: Some proxies and firewalls may prevent the Web App from launching.
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In-Session Features

New Control Panel and Viewer

When you start or join a session, the Control Panel provides you with access to the in-session features
and tools that GoToMeeting offers. The new Control Panel allows you to customize GoToMeeting to your
own style and preference, including collapsing and rearranging the panes to whichever order works best
for you and easily separating out some or all panes so that you can re-size them and move them where
you want.

Note: If your Control Panel looks different than the one shown below, you may have a different version of GoToMeeting. See
Original Control Panel and Viewer (Windows) for more information.
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Feature comparison: original design vs. new design

The new Control Panel and Grab Tab have the same functionality as the original design, just with an
updated look and increased prominence of important features. Check out a side-by-side comparison
below!
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Control Panel
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(a) Session controls: The most important features for controlling your session have been
consolidated into 3 buttons and 2 tabs for easy access:
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e Share Your Screen — Share your desktop, an application or a document with attendees.

e Share Your Webcam — Preview your webcam before sharing with others, then turn on your
webcam to work face to face with attendees.

e Change Presenter — Change presenters so that an attendee or co-organizer can share their own
screen.

¢ Give Keyboard and Mouse Control — Share keyboard and mouse control with other attendees
while you are sharing your screen.

(b) Audio controls: You can still control your audio mode in the same way as before:

e Connect to Session Audio — Switch between computer audio and dialing in via phone and access
the Sound Check.
e Manage In-Session Audio — Manage the audio controls (e.g., on-hold beeps, entry/exit chimes).

(c) Attendee controls: You can still view and manage attendees in the same way as before:

¢ View and Manage Attendees — View the names of all individuals participating in the session, as
well as access mute controls and other options.

e Invite Others — Invite attendees to join while you are in an active session.

¢ Add Co-Organizers — Make someone a co-organizer so that person can have full control over the
session and/or continue running the session after you leave.

(d) Chat: You can still exchange instant chat messages with other attendees in the same way as
before:

¢ Send Chat Messages — Send and receive public or private Chat messages.
(e) Recording controls: You can still start, pause and stop recording in the same way as before:

e Record a Session — Record the presenter's screen, audio and shared applications during a
session, then upload and store the recording for people to view.

(f) Additional features: The File, Options, View and Help options have been consolidated into the
GoToMeeting drop-down menu:

e Use Drawing Tools — Use drawing tools to draw on your shared screen and better illustrate
points.

o Try Labs Features — Try out some of our beta features while in session.

e Share a Video — Stream video and it's accompanying audio from your computer and broadcast it
to attendees while in a session.

Grab Tab

(€660 0BB
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(a) Expand/minimize: You can still expand the Grab Tab into the Control Panel in the same way as
before.

(b) Session controls: The most important features for controlling your session can still be accessed
on the Grab Tab. Simply hover over the Screen and Webcam buttons to see the Pause/Start controls.

(c) Additional features: Rather than including specific buttons, the new Grab Tab allows you to click
the Daisy icon to access drawing tools, Labs and other features.

(d) New feature! This Grab Tab allows you to separate out the Attendees and Chat panes directly
from the Grab Tab while keeping the rest of the Control Panel minimized.

Collapse, rearrange or separate panes

You can customize the layout of the Control Panel to your own style by taking apart the panes and laying
them our on your desktop as you prefer.

e To separate a pane from the Control Panel, simply click the pane and drag it away from the
Control Panel. You can then re-size it and drag it around your desktop independently of the Control
Panel.
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e To rearrange the panes within the Control Panel, click and drag a pane to the desired location.
You will see a highlighted indicator while dragging.
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e To separate a pane from the Grab Tab, click the Attendee B and/or chat ® icons to make the
separate panes appear. If you expand the Grab Tab into the full Control Panel, the pane(s) will
remain separated.

e To return a pane to the Control Panel or Grab Tab, click the Close button B atthe top of the
separated pane.

Switch between Control Panel and Grab Tab

Even when the Control panel is minimized into the Grab tab, the most critical features remain accessible
with just one click: Mute, Share Screen and Share Webcam.

e To shrink the Control Panel into the Grab Tab, click the Shrink icon 2 in the top navigation.
e To expand the Grab Tab into the Control Panel (e.g., show all panes), click the Expand button
B on the far right.

 John Smith
Hella!
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Rearrange webcams and Presenter's screen in the Viewer

When a presenter is sharing their screen and at least one attendee is sharing their webcam, you can
rearrange the windows within your Viewer so you can focus on what's important to you.

e When you click the Enlarge icon B tor an item currently in the sidebar, it will be swapped out with
the featured item (i.e., the currently featured item will move to the sidebar and will be replaced by
the selected item).

s s R
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e When you click the Shrink icon B3 for an item currently being featured, it will move into the sidebar
and no other item will replace it (i.e., there will be no featured item, and all items will appear in the
sidebar).

-. | s
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Original Control Panel and Viewer (Windows)

When you start or join a session, the Control Panel provides you with access to the in-session features
and tools that GoToMeeting offers.

Note: If you are running Windows and your Control Panel looks different than the one shown below, please see New Control Panel
and Viewer.
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Session Controls

e Share your screen: Broadcast your screen or an application to attendees during a session using
the Start &, Pause & and Stop @ buttons in the Screen Sharing pane. You can choose what part
of your screen to share using the "Show My" drop-down menu.

e Give keyboard and mouse control: Allow other attendees to share control of your screen while
presenting. Use the Give Keyboard and Mouse button @ o grant access to attendees.

e Change Presenter: Allow other attendees to broadcast their own screens to attendees. Use the
Change Presenter button @ to select a new presenter.

e Record a session: Record the presenter's screen and all audio during a session. Use the Start
Recording button to record a session.

= Screen Sharing
Shaw My A Ghee ‘Change
Smewing Keyboand  Presenter
T & Mouze
#2538 nemanng Eaonoy

e Share webcams: Broadcast your webcam to other attendees while in session. Use the Share My
Webcam button &or webcams drop-down menu to start or stop sharing your webcam.

= YWebcam L]
@ Viebeams «
Share My Share My Webcam L}
LSS Abwiarys im Front
Preferences...

Audio Controls

e Change audio mode: Choose whether to dial in via phone or connect to the audio with your
computer's mic and speakers.

e Manage beeps and chimes: Enable or disable the on-hold beeps (which play until another
attendee joins) and the entry/exit chimes (which play whenever an attendee joins or leaves the
session).

e Talking notification: See which attendee is currently speaking.
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Attendee Controls

Mute controls: Mute or unmute other attendees by right-clicking their name and selecting Mute
<attendee>, or mute/unmute all attendees at once using the buttons [ baste a1 [ & wnmute st |

Promote to organizer: Make an attendee a co-organizer of a meeting by right-clicking their name
and selecting Make Organizer.

Hide Attendee/Chat panes: Hide the Attendee and/or Chat panes from some attendees by right-
clicking their name and selecting the appropriate menu item(s).

Use drawing tools: Allow another attendee to use drawing tools by right-clicking their name and
selecting Allow Drawing.

Invite attendees: Invite other attendees to join the session by clicking the Invite Others button
[ite otra]

Dismiss attendees: Dismiss an attendee from the session by right-clicking their name and
selecting Dismiss <attendee>.

= Afendees: & outof 101
& Bm HAMES - ALPHABETICALLY 1'|
& Eﬂ Jenn Wilson (Organizer, Present. =
Chris Jones

| ¥ Eric Bakar

=i | James Mocre
[# |miliizDavis |
[ # uate || £ unmute 2a | [imvte otners|

Additional Features

Chat: Use the Chat pane at the bottom of the Control Panel to exchange instant messages with
other attendees, either privately or to the entire audience. You can also save the chat log using the
File menu.

Drawing tools: Annotate directly on your screen to highlight or call attention to certain parts of the
shared screen by clicking the Drawing Tools button & in the Grab Tab.

Labs: Experiment with various beta features that you can use to enhance your meeting, which you
can access under File > Labs.

Modify info: You can edit your own name and email address or the meeting subject using the File
menu.

Preferences: Access the GoToMeeting preferences under the File menu.

Fle Optons Vew Help - o
¥ Edit Your Name and Email...

Edit Meeting Subject... o
Save Chat Log.. a
Prefesencet...
Labks 3
Exit - Leave hleeting
Ewit - End Meeting

Me (io All - Enbire Audience =
355 PU: Helo everyons, Banks for jpining!
James Moore (1o Me - Privale)

AL PU: s Malthew pining o foday?

@eee opEr

AN Entre Audence || S|y

Status Aepon
Heetng O S11-002-245

GoToMesting
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Invite Others

You can invite attendees to join your session either before or during the session.

Note: If your Control Panel looks different than the one shown below, you may have a different version of GoToMeeting. See
Original Control Panel and Viewer (Windows) for more information.

Invite attendees while in session

1. In the Attendees pane, click the Invite icon &+.

Attendees 6 I

& Eric Baker (me, presenier, organiz.. v ~

8 Jane Doe (organizer) W

& = David Williams v

= James Moore (web) o
Jenn Wilson (web) R

==
Lan Lan( 4

2. Use the Invite Others window to invite an individual in any of the following ways:

e Instruct the individual to go to www.joingotomeeting.com and enter the Meeting ID listed in the
window.

¢ Click Email to launch a new email with the session information automatically populated, then
send it to the individual.

¢ Click Copy to Clipboard to copy the session information to your clipboard, then paste it
wherever desired (such as an instant message to the individual).

Call the person and say:

1. Go to JoinGoToMeeting.com
2. Enter this meeting ID: 270-675-925

Email Copy to Clipboard
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Invite attendees before a session
1. Log in to your online account.

2. On the My Meetings page, click the Invite icon 2% next to the desired session.

% GaoTohesting

MY MEETINGS MEETING HISTORY

pe i v Status Report
1:00 PM - 1:30 PM Facific Standard Time stan® (&) 7 | @
Organizers: Jue kilker

3. Click Copy to Clipboard to copy the session information to your clipboard, then paste it wherever
desired (such as an email or an instant message to the individual).

Invite people

Status Report
Wed, Feb 25, 1:00 PM Pacific Standard Time

Please join my meeting from your computer, tablet or smartphane.
https://global.gotomeeting.com/join/ 2257 4523%

You can also dial in using your phone.

Preferred number: United States (Toll-free): 1 888 640 7162
Preferred number: United States (Long distance): +1 (224) 501-3318
Access Code: 325-746-239

More phone numbers:
httpsfglobal.gotomeeting.com/ 2257462 29/ numbersdisplay.htmi
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Share Your Screen

You can share your screen during a session, which allows you to present a document, presentation or
anything else you'd like to attendees. You can choose to share one or more of your monitors or even a
single application. 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.

Note: If your Control Panel looks different than the one shown below, you may have a different version of GoToMeeting. See
Original Control Panel and Viewer (Windows) for more information.

Q3

EARMINGS

Share your screen

1. You can begin screen sharing in either of the following ways:

e Click the Screen button 9 in the Control Panel or Grab Tab.

Note: Using this button will automatically share the entire screen of your main monitor. If you wish to share a more
specific item with attendees, use the option below.

|@Gd1weeﬂngv A _ X

Talking:

Record this meeting

Meeting IDx 270-675-925
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¢ On the Screen tab (in the Options pane), use the "Start sharing my" drop-down menu to select
the portion of your screen you would like to share, as follows:

e Screen of main monitor, secondary monitor or both monitors — This shares the entire
screen of one or both of your monitors (if more than one is configured). Be sure to close
any windows you do not want to share before proceeding.

e Screen of main monitor, secondary monitor or both monitors (CLEAN) — This shares your
screen, but also hides your background, task bar and desktop icons. Be sure to close
any windows you do not want to share before proceeding.

e Application — This shares only the specific application that you select and hides the rest
of your screen (available for Windows Presenters only).

e Rectangle (Labs) — This shares only a specific portion of your screen, which you can
choose my moving a floating frame around your screen.

Note: Sharing with "Screen (Clean)" and "Rectangle (Labs)" are not available to Mac organizers. If you wish to share a
PowerPoint presentation on a Mac, you must first put the presentation into slide show mode and then select

"PowerPoint Slide Show" in the Application window. If you do not, attendees will continue to see the main PowerPoint
window instead of the slide show, and they will not see your slides advance.

Audic Sereen ) Webcam

Start sharing moy:
Screen of Main monitor 1 e
" Screen of Main maonitor 1

Screen of Maln monitor 1 - CLEAM (hide icons, background &
Screen of monilor 2
Screen of monilor 2 - CLEAN [\'Ci*
Both screens
Bolh screens - CLEAN
07 Inbox - Microsoft Qullook
(W] 23 Eamings Documentdoc: - Microsoft Word
|P4 O3 Eamings Report ppke - Microsoft FowerPoint

2. The Screen icon at the top of the Control Panel will glow green @ when your screen is being
shared with other attendees.
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Pause/restart screen sharing
Pausing screen sharing will freeze the image of the screen that attendees see.

1. Hover over the Screen button 9 in the Control Panel or Grab Tab so that the Pause button @
appears.

« Click the Pause button 1 to pause screen sharing. The Screen icon will start flashing when
screen sharing is paused.

GaToheeting = .
Talking:

) Record this o

Meeting [0t 2 rw=w s=med

Stop sharing your screen

When you stop screen sharing, attendees will see the Hallway again and a message that the organizer's
screen is not being shared.

1. Click the Screen button 9 in the Control Panel or Grab Tab.
GaTohesting - e

Talking: Eric Baker

J Record this meeting

Meeting IDx 270-675-925

© 2015 Citrix Systems. All rights reserved. 121



GoToMeeting User Guide

Share Your Webcam

You can share your webcams with other attendees using high-definition video conferencing. Up to 6
different webcams can be shared during a session. All you need is an internet connection and a webcam
to begin enjoying a telepresence-quality experience!

Note: If your Control Panel looks different than the one shown below, you may have a different version of GoToMeeting. See
Original Control Panel and Viewer (Windows) for more information.

Q3

EARMINGS
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Preview your webcam

Put your best face forward and get ready for business! You can preview how others will see you, what's
around you or behind you, and ensure that others see only what you want them to see before your share

your webcam.

e Select the Webcam tab in the Options pane to see a preview.
e Once you share your webcam, a blue highlight will appear around the webcam box and the

"Preview" header will disappear.
Previewing webcam Sharing webcam

) GoTohieeting = PO ) GoTaheeting = T

Audio Screen Webam Audio Scredn Webcam
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Share your webcam

There are multiple places on the Control Panel and Grab Tab where you can turn on your webcam, as
follows:

¢ Inthe Control Panel or Grab Tab, click the Webcam button e
e Inthe Webcam tab (Options pane), click the More icon =++ and select Share My Webcam.

¢ In the Attendees pane, right-click your name and select Share My Webcam or click the Webcam
icon " next to your name.

() GoTodeeting = X

Talking: Jane Doa

= Qplions

Audio Screen Webeam

Share My Webcam
Always in Front

Preferences...

8¢ Mane Doe (me, presenten arganizer) v =

“ U ane Doe {Me, Presenter, Drganizer): [
= Connaciad to Audia
Mute Me

Share My Webcam

Edit Your Narme and Ermail...

Copy Email Address to Chpboard
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Pause/restart sharing your webcam

When you pause webcam sharing, other attendees will still see the webcam box with your name, but the
screen will be blacked out until you resume sharing. This does not free up a webcam spot (e.g., if all 6
webcam spots are filled, another attendee will not be able to start sharing their webcam).

e Hover over the Webcam button @ at the top of the Control Panel, then click the Pause button (),
Click the Play button "*/ to restart sharing.
e Click the Pause icon @ at the top of your webcam box in the Viewer. Click the Play icon Qo

restart sharing.

s GoToMeeting Viewer

Talkindg:

Q) =

Oplions

Jane Dog

Aftendees

Chat
Hecord this meeting

Meeting Ex 106-707-745
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Stop sharing your webcam

When you stop webcam sharing, your webcam box will disappear and the webcam spot will be freed for
another attendee to share their own webcam. You can do so in any of the following places:

¢ Inthe Control Panel or Grab Tab, click the Webcam button e.

¢ Inthe Webcam tab (Options pane), click the More icon ==+ and select Stop Sharing My Webcam.

¢ In the Attendees pane, right-click your name and select Stop Sharing My Webcam or click the
Webcam icon i+ next to your name.

¢ Inthe Viewer, click the Stop icon @ at the top of your webcam box in the Viewer.

e Inthe Viewer, click the Webcams drop-down menu and select Stop Sharing My Webcam.

See Share your webcam for information about restarting webcam sharing after it's been stopped.

GaToMeeting = =

Talking: Jane Doa

ORE
* Options

Aupdio Screen Webcam

Stop Sharing My Webcam

Webcam Position
Top
Left

iz GoToMeeting Viewer

]
= ELane Webcam Position:
. B John| Top

Left

Bettom

Right

Always in Front

Preferences...

Hide/show webcams

Hiding webcams does not pause or stop webcam sharing; it simply hides the webcams currently being
shared so that they do not take up space in the Viewer. Keep in mind that if you are sharing your webcam
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and then hide webcams, other attendees will still be able to see you. You can choose to hide all
webcams, or only hide your own.

You can hide webcams in either of the following ways:

e Onthe Webcam tab (Options pane), click the Options icon “** and select Hide All Webcams or
Hide My Webcam.

¢ Inthe Viewer, click the Webcams drop-down menu and select Hide All Webcams or Hide My
Webcam.

Use the same process and select Show All Webcams or Show My Webcam to display them again.

sz GoToMeeting Viewer

Layeut }'Ilhﬂlﬂ b
Stoy i Webcarm I
[ ] Hide All Webcams m
Hide My Webcam [:}

Preferences...

Audia Sereen Webcaim

Stop Shagog b Webcam
Hide &All Webcams
Hide by Webcam [:3,

Preferences...

Logitech Webcam C8920e b
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Start or stop webcam sharing for other attendees

Note: This feature is available to organizers and co-organizers only.
Organizers can send webcam requests to attendees in either of the following ways:

¢ Inthe Attendees pane, click the Webcam icon '« next to the attendee's name.
¢ In the Attendees pane, right-click an attendee's name and select Send Webcam Request from the
drop-down menu.

Aftendees 5

# Eric Baker (me, presenter, org..
L] David Williams

o

L

David Williams: ' w
- Connected to Audio [:;f’

e

L

Mute Dawid Williams

Send Webcam Request

San g

Make Presenter... |
Make Organizer...

Give Keyboard and Mouse
Allow Drawing

" Allow Attendee List

~" Allow Chat

Send Chat Message...

Dismiss David Williams...

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

¢ In the Attendees pane, click the Webcam icon m« next to the attendee's name. Attendees will see a
yellow tool tip or dialog indicating that the organizer has closed their webcam feed.
¢ In the Attendees pane, right-click an attendee's name and select Stop Webcam Sharing.
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Share a Whiteboard (Windows)

Sightboard uses your HD webcam (and a little magic!) to broadcast an image of your whiteboard to
attendees and share your updates in real time, allowing them to collaborate as if they were standing right
in front of it. Sightboard can even see behind you as you write on the board and will automatically save
snap shots documenting each change you make.

Note: This feature is for Windows organizers and Presenters only. Sightboard on Windows is currently a Labs feature. Mac
organizers who wish to use this feature should see Share a Whiteboard (Mac).

cimpx

Enable Sightboard (Labs)

In order to use Sightboard, GoToMeeting will use a special Labs version of the desktop app to launch
your session. To get started, you must first enable Sightboard.

1. Log in to your online account.
2. Click the Menu icon =l in the right navigation, then select Labs.
3. Under Sightboard, click Try it. When prompted, click Agree to agree to the Labs terms of use.
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g8 Goloveeting

= Wl
()]
-

m :

4. GoToMeeting will automatically create a new recurring session under My Meetings called "Labs
with Sightboard.” You can modify the meeting as needed, change the date(s) and invite others; each
time you want to start a session with Sightboard, you will need to use this particular meeting.

@ GaoTohesting =— Hello.Jenn

MY MEETINGS MEETING RISTORY

2, Labs with Sightboard

CrnaiEe e WIon Start(®) | & | & | W

Recurring
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Start a session with Sightboard
1. Once Sightboard has been enabled, you can start a session in either of the following ways:

¢ Click Start next to the Sightboard meeting on the My Meetings page.

MY MEETINGS

. Labs with Sightboard O o

e Go to Menu BE] > Labs and click Start this meeting.

2. You will automatically be launched into session using the special Labs build of the desktop app.
See Share you whiteboard for next steps.

© 2015 Citrix Systems. All rights reserved. 131



GoToMeeting User Guide

Share you whiteboard
Note: For best results, ensure that your webcam is positioned as close to the whiteboard and centered as possible. Also ensure that
the lighting is bright enough for the webcam to capture your whiteboard.

1. While in a Sightboard session, click Share a Whiteboard & in the Labs - Sightboard pane. Your
webcam will immediately begin broadcasting to attendees.

['Fie optons View Hel (0[]
[=] Screen Shasing

Qo ¢

Show My Step Givre: Change
| R Keyboard  Fresenter
Sereen & Mowsse
$5.1 B8 remaning Sanrgs

Q) s oot

([ ©@ceepEDl:

[#] Webcam =)
[#] Audio

[#] attendess: 1 out of 25

(¥] chat

Labs with Sightboard
Mesting D: 175-034-757

GoToMeeting=bs
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2. The Viewer will launch and use your webcam to automatically search for your whiteboard, then
display an orange box to suggest the portion of your webcam that it believes is the whiteboard.

Sm ]

L GaTollesmng Vemrer
jI—x|

Searching for a whiteboard...

TR
& this your whieboarg? ™ ;
Dy 5 g R0 et o 1 e
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3. Use your mouse to drag the blue corners of the box around the screen and align them with the
corners of your whiteboard. Once you are satisfied that the orange box represents the area that you
want to share with attendees, click Yes, share this.

I thif your whitehsard?
Dvad) the ecdges 10 resire i Pesded.

| cimepe

4. In order to be able to "see" behind you as you write on the board, Sightboard will need a few
seconds to focus on it. Click Start countdown to continue, then stand clear of the whiteboard to allow
Sightboard a clear view.

One last thing!

Stand clear of the whiteboard, so we
can work our magic to see behind you.

i We'll give you a couple seconds to get out
® @ of the way.

Start countdown
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5. You're all set! Start drawing on your whiteboard, and Sightboard will automatically broadcast and
record all of your changes. You can also click Resize Whiteboard in the Labs - Sightboard pane of
the Control Panel to readjust the portion of your screen being shown at any time.

L ol Yerwyr S LA

=S &
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1. First click the Resize Whiteboard button &in the Labs - Sightboard pane of the Control Panel.

€666 'EED

| Fie Optons View Hep [l
[#] Screen Sharing |
|=)Labs-sightboard

@ Resize Whasboare
¥ Webcam (=
(¥ Audio J
EI Attendess: 2 oul of 26 |
[*] Chat |

Labs with Sightboard
Mesting D: 175-034-757

GoToheeting '2bs

2. Then click theCancel button & in the Labs - Sightboard pane. You will then be prompted to save

your snapshots.

€606 'EED

| Fie Optons View Hep (=]
[*] Screen Sharng |

[-iabs-sighteensd [y
@ o (EIZT

[#] webcam =)
[#] Audio J
El.imuﬂlul 2 pul of 26 |
[#] Chat ]

Labs with Sightboard
Mesting D: 175-034-757

GoToleeting '2bs
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Save your whiteboard snap shots

1. Once you stop sharing your whiteboard or end the session, you will be prompted to save the snap
shots that were automatically captured during the session. You can scroll through the snapshots in the
Choose Snapshots window and click the Check icon && to deselect any that you do not wish to keep.

2. Click Save to continue.

Choose Snapshots

: ., ,I,,d — ol —— W] ,-;-__ :PI. v

All 26 snapshots will be saved. Cancel “

3. Choose the location to which you want to save the Snapshots, then click Save.

rﬁ‘ESighibuurd-EupnﬂynurdrMng w
Savein: [ Lbrarics - D E-
! BT Documents & Music
.__;-_? Library e Library
Decktop
E— i; Pictures i Videse
= _‘H-’;‘ Libirary "'""-.-f Library
| Libraries
A
Carmputer
File ngme: ki with Sighiboard 2015 03 05 16 07 odi g Save I
Sawe a5 type: [F‘I:IF Filas "] Cancel |
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4. You will see a confirmation message that your snap shots were successfully saved. You can open the
new PDF file to view your snap shots and send it to attendees.

[ #1 Sightboard Labs with,_Sightboard_2015_03_05_16_07.pdf - Adobe Re_.. (=), lmtdun |
File Edit WView Window Help u
open | [2]/2 | | [f] =  Tools | Fill&Sign

wil | i _' Wi

= | it
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Give feedback about Sightboard
1. Launch your Sightboard session.
2. Click Give Feedback in the Labs - Sightboard pane.

3. A new web browser page will open and direct you to Feedback survey. Fill it out and submit your
thoughts!

[ ST ==
W Give Feedback x W,

C | & hitps,//citrixcolqualtrics.com,jfe/form SV _BBLvRyCvFaguHa9sid=7563167 5y @ @ B =

=
Sightboard

Please share a few senences about your GoTolMesting experience today.

This feecback is reviewed by GoToMealing and won'| be shared with today's presenter
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Share a Video

Video sharing is a Labs feature that allows you to stream videos (.wmv, .asf, .avi, .mov and .mp4 files)
and their accompanying audio in real time during a session.

Note: While streaming videos, shared webcams and the shared screen will be temporarily disabled to free up bandwidth. Only
desktop attendees can view shared videos, and only those connected to audio via mic and speakers (VolP) will hear the audio. Web
app attendees will only hear the audio; iOS attendees will see the video but not hear the audio, and Android/Windows Phone users
will neither see or hear the shared video.

Note: If your Control Panel looks different than the one shown below, you may have a different version of GoToMeeting. See
Original Control Panel and Viewer (Windows) for more information.

Start video sharing

1. Go to GoToMeeting > Labs > Video Sharing. When prompted by the "terms of use" for Labs, click
Agree to continue.

££) GaTaheeting =

Edit Your Mame and Email...
Edit Mesting Subject...

Opticns [

Dvawing Taols ]

Languages [

Labs ¥ Video Sharing

Preferences.., {'} G2M has Audience View Pane

Prafile Pictures  [Drep your image file ante Attendee Pane]
Allgwr Sharing a Rectangle  [new Show My Screen menu tems)
FOR INSTRUCTORS QOMLY: Show my Control Panel to attendees during screen shaning

GaToMesting Help
Send Feedback to GchM::’I:ng...
Sound Check

About GoToblesting

L L S

Buit - End M:e{ing

Record this meeting

Meating ID: 162-
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2. A new Video Sharing pane will open in the Control Panel. Click Share a Video to begin.

F Options

™ Video Sharing

Shade a Video

Attendees

Chat

3. Select the desired video file, then click Open.

[ €8 Open video fie =
Lockin: [ Libraries - 3 :"' £e -

ik —
;_j# & Documents & Niusic
Recent Places |~ Libirary <& Lbay
9 Pictures Videss
-, R Videos
o R - ibrary

Desktop

@ Fils s H5-01-19 11.05 Cusrtedy Rapod mod il

Fesoitpe: | Supported video fomats (wmvi-adavicme »| | Caocel |
7] Open s readonty
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4. The Video Sharing pane will display an embedded video player, and the video will automatically

begin broadcasting to all attendees. Click the Pause button ¥ to pause the shared video, and click
the Stop button M to completely stop video sharing.

Note: Shared webcams and the presenter's shared screen will all be temporarily disabled during video sharing in order to free
up bandwidth.

Organizer view:

() GoTodeeting = X

'I'alhing:

%)

* Options

™ Video Sharing

Attendees
Chat

Record the meeting

Mﬁh:ﬂg 1D 140-805-061

Attendee view:

ece GoToMeeting Viewer
| Wabcams Zoom: 36%

Q3 EARNINGS REPORT
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Change Presenter

The presenter has the ability to share their screen with other attendees during a session. As an organizer,
you can make another attendee the presenter at any time (which does not cause them to automatically
become an organizer).

Note: If your Control Panel looks different than the one shown below, you may have a different version of GoToMeeting. See
Original Control Panel and Viewer (Windows) for more information.

Make an attendee Presenter

Note: Only attendees who joined via the desktop app can be Presenter. Attendees who joined via Web App must switch to the
desktop app to become Presenter. Mobile attendees cannot be made Presenter.

1. Select a Presenter in either of the following ways:

e Onthe Screen tab (in the Options pane), OR e Inthe Attendees pane, right-click the name of

use the "Change Presenter to" drop-down the desired attendee and select Make
menu to select a new Presenter. Presenter.
Attendees 5 e I
hudio @- Webcam & m« @ Eric Baker (me, presenter, org.. Vv *
? L David Williams v
Fart sharing my David Williams: o
Sereen of Mamn monites 1 W - Connected to Audio I:} o
Mute David Williams
LT
e IHES e S Send Webcam Request
s r dan g
Chiis Jones Make Presenter... |
Jamaz Maore Make Organizer...
Jenn Wilzon (Web) [E'
Give Keyboard and Mouse
Stopped Mo one sees your soreen Allow Drawing
+" Allow Attendee List
~" Allow Chat
Send Chat Message...

Dismiss David Williams...

2. Confirm the Presenter as follows:

¢ If the attendee joined via the desktop app, you will be asked to confirm that you want to make
them Presenter. You can also enable the "Request keyboard and mouse control" check box to
have a request sent to the attendee before clicking Yes.

-' )
B Verify Presenter Change - GoToMeeting [

Ia Are you sune you want to make James Moore the Presenter?
v

ves || Mo

] Request keyboard and mouse control
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o If the attendee joined via the Web App, you will be notified that they must switch to the desktop
app in order to become Presenter. Click Send Present & Download Request to prompt the
attendee to switch.

Note: Though you'll still see this notification, Web App attendees who are running Chrome will be able to share their
screen without switching to the desktop app.

I B
B Verify Presenter Change - GoToMeeting —ti]

@ Jenn Wilson (Web) needs to swich to the desklop version of
'e GoToMeaeting to be a presanter,

KU take them a mnute to download it when you ask them to present.

| sendpresent aDownlosdRequest | | concel |

3. The new Presenter will be notified, and you will see a confirmation that you are no longer the
Presenter.

e Desktop app attendees will see a "You've been made the Presenter” window prompting them to
share their screen.

58 Vou're the Presenter - GoToMesting EI
| |

@ You have been mads the Presenter,
Please close confidential windows,

When ready: | Show My Saeen

= Show Only:

«* Screen h

Screen - CLEAN (hide kcons, background & tasidar)

ot ready? Click dose X in top right comer.

142 Eamings. Anatysis. docx - Ward
[F 92 Eornings. Report. pets - PewerPoint

e Web App attendees running Chrome will be prompted to install the GoToMeeting Pro
Screensharing extension in order to share their screen.

Share your screen?

To become a presenter, please download a small extension 1o
select the app of screen that you want to share, GoTolMeeting
will guide you through this short, one-time process.

If you don't want to download this extension, you'll need to
download and switch to the desktop version of GoToMeeting
instead.

e Web App attendees running another browser will be prompted to switch to the desktop app.
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Please share your screen

To become presenter, download and switch to the
desktop version of GoToMeeting.

Your meeting will continue uninterrupted.

| Download

Take back Presenter control
You can resume Presenter control in the same way you passed it to another attendee:

e On the Screen tab (in the Options pane), use the "Change Presenter to" drop-down menu to select
your own name.

- OR -

¢ Inthe Attendee pane, right-click your own name and select Make Presenter.

Give Keyboard and Mouse Control

When you are Presenter, you can grant other attendees shared control of your keyboard and mouse. This
allows them to move the mouse about your shared screen and use their own keyboard to type on it,
which can aid in collaboration.

Of course, your mouse always has priority. You can always override another attendees' mouse
movements to temporarily regain control without removing their access.

Note: This feature is available to Presenters only.

Note: If your Control Panel looks different than the one shown below, you may have a different version of GoToMeeting. See
Original Control Panel and Viewer (Windows) for more information.
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Share keyboard and mouse control with others

Note: Attendees who joined via Web App must switch to the desktop app and then be promoted to Panelist to share keyboard and
mouse control. Mobile attendees cannot use this feature.

1. Share keyboard and mouse control in either of the following ways:

e Onthe Screen tab (in the Options pane), use OR e In the Attendees pane, right-click the name

the "Share keyboard & mouse with" drop- of the desired attendee and select Give
down menu to select "Everyone" or an Keyboard and Mouse.
individual.
Options Altendees 5
. & & Eric Baker (me, presenter, org... » =
Audio Screen Webcam o
L] David Williams w
? David Williams: ' v
Start sharing my: - Connected to Audio [:‘f’ o
Screen of Main monitor 1 b biute Divid Willisms n
Send Webcam Request
San g
Cl'-mngt presenter te: Makea Prassnter..  —
Eric Baker b Make Organizer...
Share keyboard & mouse with: Give Keyboard and Mouse
Dav e Allow Drawing
~" Allow Attendee List
Eveypone [} i (]l B
'
i Send Chat Message...
== Jenn Wilson (Web) r
Dizrniss David Williams...

2. All attendees with keyboard and mouse control will have a Check icon « next to their name in both
drop-down menus shown above. Attendees will see a notification that they have been given access to
the presenter's keyboard and mouse.

[ GoToMesting = [l A
Yau may now lake keyboard & mouse
contral Talking:

Meeting IIx 270-675-925
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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.

Remove keyboard and mouse control from others

You can remove keyboard and mouse control in the same way that it was granted (e.g., selected from
one of the drop-down menus). Once attendees have control removed, the Check icon « will disappear.
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View and Manage Attendees

The Attendees pane displays a list of all the participants in a session.

Note: If your Control Panel looks different than the one shown below, you may have a different version of GoToMeeting. See
Original Control Panel and Viewer (Windows) for more information.

T

P & Eric Baker (me, presenter, org..
L] David Williams L
David Williams: “w

- Connected to Audio D@'
S
S

Mute David Williarms
Send Webcam Request
A g

Make Presenter... r_

Make Organizer...

Givie Keyboard and Mouse
Allow Drawing

Allow Attendee List

Allow Chat

L

Send Chat Message...

Dismiss David Williams...

Attendees pane icon key

The Attendees pane uses icons to describe the status of the attendees in your session.

Audio icons

#Individual is connected via VoIP and unmuted
Individual is connected via VolP and has muted themselves
ZIndividual is connected via VolP and muted by organizer
Individual is attempting to connect via VolP
«.Individual is connected via phone and unmuted
Individual is connected via phone and has muted themselves
*,Individual is connected via phone and muted by organizer

Individual is attempting to connect via phone oR they are connected but have not yet
entered their audio PIN

Other icons

®Individual is the current Presenter
Individual has been given access to keyboard and mouse control
x Individual is currently controlling the keyboard and mouse
Individual has a webcam connected (but is not sharing it)
= Individual is sharing their webcam
#Individual has been given access to drawing tools
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Mute/unmute attendees

e To mute or unmute a single attendee, click the Audio icon next to their name. Blue icons LA
represent unmuted attendees, while orange icons &% represent attendees who have been muted
by the organizer.

« To mute or unmute all attendees, click the Mute All ' or Unmute All ¥ icons at the bottom of the
Attendees pane.

Wi Sue Miller

V.
("_‘-/.:u Lan) g

Note: If an organizer attempts to unmute attendees who have muted themselves, the attendees will be prompted to be automatically
unmuted or to remain muted.

Make an attendee Presenter

The presenter has the ability to share their screen with other attendees during a session. As an organizer,
you can make another attendee the presenter at any time (which does not cause them to automatically
become an organizer). See Change Presenter for more information.

Make an attendee an organizer

As the scheduling organizer of a session, you can allow other attendees to be co-organizers who can
facilitate the session with you. You can either add an organizer before a session begins (which allows
them to start the session on your behalf), or you can promote an attendee to organizer while in session.
Co-organizers are able to access all the same session features as the scheduling organizer (however, co-
organizers who are promoted during a session will not have access to post-session features like reporting
and follow-up emails). See Add Co-Organizers for more information.

Give an attendee keyboard and mouse control

When you are Presenter, you can grant other attendees shared control of your keyboard and mouse. This
allows them to move the mouse about your shared screen and use their own keyboard to type on it,
which can aid in collaboration. Of course, your mouse always has priority. You can always override
another attendees' mouse movements to temporarily regain control without removing their access. See
Give Keyboard and Mouse Control for more information.

Stop/start attendee webcam sharing

e To request that an attendee start sharing their webcam, right-click their name in the Attendee
list and select Send Webcam Request. The attendee will be prompted to share their webcam
(they can click Share My Webcam or Not Right Now).

| £ thare Webenm - GaTeMesting ] |

The organizer would like you to share your
webeam. Would vou like to share it now?

Shang My Webcam ] [ it Fuigh Pigay __
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e To stop sharing an attendee's webcam, right click their name in the Attendee list and select
Stop Webcam Sharing.

@ Webcam closed by Organizer - GoToMeeting ﬁ

/ The Organizer has stopped sharing your webcam. |t is na longer
r !'\ visible to any attendes.

o ]

Hide/Show Attendees and Chat panes from an attendee

If desired, you can hide the Attendee list and/or disable chat for some attendees (both are enabled by
default).

e To do so, right-click their name in the Attendee pane and select Allow Attendee List and/or Allow
Chat. A Checkmark icon « will be displayed next to the selection when it is enabled, and will
disappear when one or more panes are disabled.

() GoTodeeting - 4

Talking:

= Options

Audio Sereen Wiebcam

@ Computer sudio Sound Cheg
| ] |
Kicrophone [Plantronics DA40) b

Speakers (Plantronics DA40) W

() Phone call

) Record this meeting

Meeting 1D: 221-737-045
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Dismiss an attendee

You can remove an attendee from the meeting by dismissing them. To do so, right-click their name in the
Attendee list, select Dismiss Attendee, and then click Yes to confirm. Attendees will automatically be
disconnected from the session and will see a message notifying them that they were dismissed from the

meeting.

HB GoToMeeting [

Io The orgarizer has demissed yvouw from this meeting
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Add Co-Organizers

As the scheduling organizer of a session, you can allow other attendees to be co-organizers who can
facilitate the session with you. You can either add an organizer before a session begins (which allows
them to start the session on your behalf), or you can promote an attendee to organizer while in session.
Co-organizers are able to access all the same session features as the scheduling organizer (however, co-
organizers who are promoted during a session will not have access to post-session features like reporting
and follow-up emails).

Note: If your Control Panel looks different than the one shown below, you may have a different version of GoToMeeting. See
Original Control Panel and Viewer (Windows) for more information.

Add a co-organizer before the session

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

Note: Only organizers with a corporate account can add co-organizers to their session.
1. Log in to your online account.
2. Either schedule a new meeting, or open an existing meeting from the My Meetings page.

3. On the Co-organizers tab, search for a user on your account by entering their first name, last name
or email address. Repeat for additional co-organizers.

4. Click Save. You will be prompted to share the meeting invitation with the newly added organizers.

5. Click Save when finished.

Status Report

Occurs multiple times o
Co-organizers Password

Co-organizers:

Cj“:e.
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Promote an organizer during a session
Note: Only attendees who joined via the desktop app can be promoted to organizer. Attendees who joined via Web App must switch
to the desktop app to be promoted. Mobile attendees cannot become an organizer.

1. In the Attendees pane, right-click the name of the desired attendee and select Make Organizer.

& Eric Baker (me, presenter, org..
L] David Williams o
David Williams: w
s v

L

- Connected to Audio
Mute David Williarms

Send Webcam Request
Al g
Make Presenter... | m—

Make Organizer...

Give Keyboard and Mouse
Allow Drawing

+ Allow Attendee List

»" Allow Chat

Send Chat Message...

Dismiss David Williams...

2. You will be prompted to confirm that you wish to promote the attendee to organizers. Click Yes to
continue. The attendee will be natified of their new organizer status.

[ &R Make Organizer - GoToMeeting 23—

All Organizers have equal fights and can ovemide the actions taken
/L by other Organizers. The Organizer role can not be removed once
T t'sgranted.

Dia you =till wart to make David Willams an Organizer?

[ ves ][ Mo
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Try Labs Features

Citrix offers several beta features known as Labs, which are exciting new ways to enhance your sessions.
Keep in mind that when you use a Labs 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.

Note: If your Control Panel looks different than the one shown below, you may have a different version of GoToMeeting. See
Original Control Panel and Viewer (Windows) for more information.

Available Labs features
The following Labs features are available to organizers:

Share a video

Share a whiteboard

Show Audience View pane

Show profile pictures for attendees

Allow "sharing a rectangle" (screen sharing)
Show Control Panel to attendees

Enable/disable Labs features in desktop app

Note: This is available to Windows users only.

If you end a session with one or more Labs features enabled, then GoToMeeting will remember your
preference when you next start or join a session.

e To enable a Labs feature, select GoToMeeting > Labs. Then select the desired feature; once
enabled, it will display a Check icon ~.

e To disable a Labs feature, select it again in the Labs menu. Once the feature is disabled, the
Check icon ~#will disappear.

£E) GaTaMeeting =

Edit Your Mame and Email...
Edit Mesting Subject...

Opticns [

Drawing Taols ]

Languages ¥

Labs ]
Preferences.., [}

GaTeMesting Help
Send Feedback to Go T-l;r.‘.'rﬂ.'ng...
Sound Check

About GoToblesting

Video Shnrin;

528 has Audience View Pane

Prafile Pictures  [Drep your image file ante Attendee Pane]

Allgwr Sharing a Rectangle  [new Show My Screen menu ems)

FOR INSTRUCTORS QOMLY: Show my Control Panel to attendees duning screen shaning

w
w
W
"
'

Buit - End Meeting

' Record this meeting

Mesting [IIx 162-189-357

Note: The first time you enable a Labs feature, you will be prompted to accept the terms of use. Click Agree to continue.
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&8 Labs - GoToMesting ]

A Thark: you for heiping us innovabal

Pleasn revien our e of use:

Cartx ey from time ta time make cortain featunes and or

avaisble on an sparmenial bass in the fom of Labe.
The Labes features are oplional, are offered "asis’ and may contain
bungs, emers, and other defects. We encourags you ta provide
feesdback on your expenence, hawever, Cimchﬂsnoubigmtu
preadde techrecal suppon and/or continusd avadablty of
particulsr Labs festure Your sccess bo andfor use is o ;.-m.rsde
rigic 2 Citri: hernby enpenssly diaclaems any labity whatsoever in
cornection wih your uss of the Labe fashures

[ sgree ][ cance |

Share a video

Note: This is available to Windows users only.

Video sharing is a Labs feature that allows you to stream videos (.wmv, .asf, .avi, .mov and .mp4 files)
and their accompanying audio in real time during a session. See Share a Video for more information.

() GoTodeeting = X

'I'alhjng:

%)

* Options

™ Video Sharing
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Share a whiteboard

Note: This is available to Windows users only. Sightboard must be enabled via the web app rather than the desktop app.

Sightboard uses your HD webcam (and a little magic!) to broadcast an image of your whiteboard to
attendees and share your updates in real time, allowing them to collaborate as if they were standing right
in front of it. Sightboard can even see behind you as you write on the board and will automatically save
shap shots documenting each change you make. See Share a Whiteboard (Windows) for more
information.

cimpe

Show Audience View pane

Note: This feature is available to Presenters as well as organizers.

Note: This is available to Windows users only.

Normally when you are sharing your screen with attendees, there isn't a way for you to see what your

audience is seeing. By enabling the Audience View pane, you can see a thumbnail version of your shared
screen (or the waiting room, if you are not sharing your screen).

To enable/disable this feature, select GoToMeeting > Labs > G2M has Audience View Pane.
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Talking: lenn Wilson

* Options

* Audience View

Attendees

Chat

Mezting [D: 162-189-

Attendees

Chat

Record this

Show profile pictures for attendees

Note: This is available to Windows users only.

This feature allows attendees to add profile pictures to their names in the Attendee pane. To
enable/disable this feature, select GoToMeeting > Labs > Profile Pictures.

e To add their profile pictures, Windows and Mac desktop attendees can drag and drop an image
file into the Attendees pane. GoToMeeting will remember profile pictures for future sessions that
have this feature enabled.

e To remove their pictures, they can right-click their name and select Clear My Profile Picture.

Attendees can hover their mouse over an attendee's picture to see an enlarged version of the image.
They will also see an attendee's picture appear next to their name in various other places (e.g., "Talking",
"Now Viewing <attendee>'s Screen" messages).
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| 37 GoToMeeting Viewer

| -
@3 EARMNINGS REPORT [ Talking: !_* BB tarin Jo

I * Options

| R
£
'@amﬂﬂn:m
@F Maria Jchnson

1 5 m g Jenn Wikion (me presen...
mi

¥ Chat

aid this mecting

Allow "sharing a rectangle" (screen sharing)
Note: This feature is available to Presenters as well as organizers.
Note: This is available to Windows users only.

This feature allows you to use select a specific portion of your screen (denoted by a framed area) to
share with attendees.

1. To enable this feature, select GoToMeeting > Labs > Allow Sharing a Rectangle.

2. On the Screen tab (Options pane), two new options will appear in the "Start Sharing My" drop-down
menu: "Rectangle” and "Rectangle - but hide my icons & taskbar".

3. When you select one of the new options, a floating GoToMeeting rectangle will appear on your
screen. You can click and drag the edges of the rectangle to change its size and shape as desired,
then drag it around the screen to frame the area you want to share. Only the area within the frame will
be shown to attendees.
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Buadic Sereen | Webcam

Start sharing myz
Screen of Main monitor 1 b
" Screen of Main mongor 1

Screen of mandar 2

- Sereen of monftor 2 « CLEAN
Q3 Both sereens

EARMNINGS -Both soreens = CLEAN

{F Google Chrome
3 koboc Wicedsoft D

Screen of Main monitor 1 - CLEAN (hide icons, background & t.
Sereen of Main mondor 1, without Control Panel
Screen of Main men#or 1, wathout Conftrod Paned - CLEAN

{F103 Esmings Report.pptc - Miciscét PowerPoint ¥
Rectanghe L'-}
Rectirgbe - But, hide my icons & trikbar
4. The attendee's Viewer will automatically re-size itself to match the shape of the frame on your
screen.
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Show Control Panel to attendees
Note: This feature is available to Presenters as well as organizers.

Note: This is available to Windows users only.

By default, your Control Panel is hidden from attendees when you are sharing your screen. If desired, you
can use this feature to have your Control Panel be visible on the shared screen.

To enable/disable this feature, select GoToMeeting > Labs > Show my Control Panel to attendees
during screen sharing.

Q3

EARMINGS
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Send Chat Messages

You can exchange instant chat messages with other participants during a session.

If desired, organizers can save a Chat log after the session ends to review messages later.

Note: If your Control Panel looks different than the one shown below, you may have a different version of GoToMeeting. See
Original Control Panel and Viewer (Windows) for more information.

Chat with others

Note: It is not possible for attendees to exchange chat messages with other attendees, but they can send guestions to staff
members if desired.

1. Use the "To" drop-down menu to select the recipients of the message: "Everyone", "Organizer(s)
only" or an individual attendee.

e Everyone — All participants will see the message in their Chat pane.
¢ Organizer(s) only — All organizers will see the message in their Chat pane.
e Individual participant — Only the selected organizer or attendee will receive the private message.

2. Type your message in the text field, then click Send.

Me

Hellg everyone!
Jane Doe 1139 AM
Hi Eric, will the agenda be pasted to cur
workspace?

Enter your message

To: Everyone W

" Everyone F

Organizer(z] Only

David Williams

James Moore (Web)

Jane Doe (Organizer) [::‘1
Jenn Wilson (Web)

Sue Miller
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Send a welcome message to attendees

Note: This feature is available to organizers and co-organizers only.

You can set up a chat message to be automatically send to each attendee as they join the session.

1. In the Chat pane, click the Options icon
2. Enable the "When attendees arrive, show them this chat message" check box.

3. Enter you message, then click OK.

' Y
@ Chat Welcome Message - GoToMeeting E

(¥ When attendees amive, show them this chat message:

Thanks for joining|| -

4. Attendees will see the message in their Chat pane as soon as they join.

lem 4

?

Message from the organizer

Thanks for joining!
Enter your message

To: Everyone “ Send
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Save the chat log

You can save a log of the Chat messages as a Rich Text file (RTF). The Chat log will only include
messages that you saw; any private message sent between other attendees will not be included.

Note: This feature is available to organizers and co-organizers only.
1. Click GoToMeeting in the top navigation and select Save Chat Log.
2. Select a location on your computer, and change the default name (if desired).

3. Click Save.

(E] GoToMeeting ~

Edit Your Mame and Email...
Eclit Megting Subject...
Save Chat Log...

Optiens

Drawing Tools
Languages
Labs

Preferences..
GoToMd €8 Save Chat Log to 2 File =)
Send Fed -
Sound (] Savein: [ Lbrades - OF B
About § =
- - & Documents Music
Exit - Leg P "--..L\_,P Library = Library
Exit - Eny o
—— =5 Pictures Videos
= i
._.-.:u,J =i Library 5 SMes Library
7 || =
A Fie ChatLeg 2015_02_25 12_03f -
Computer - f — =
Seveastpe: | Fich Text Files - | Concel |

© 2015 Citrix Systems. All rights reserved. 163



GoToMeeting User Guide

Use Drawing Tools

Participants can use drawing tools to draw directly on the shared screen so that the marks are visible to
all attendees. This allows participants to highlight areas of the screen, draw attention to certain parts and
generally illustrate their point. Organizers and presenters can allow only other organizers or all attendees
to draw on the shared screen.

Note: If your Control Panel looks different than the one shown below, you may have a different version of GoToMeeting. See
Original Control Panel and Viewer (Windows) for more information.

2 GoToMeeing Yiewer

v wiroesg Sue M| diteen

Q3 EARNINGS REPORT

1100 K
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Use drawing tools
1. Click GoToMeeting and hover over Drawing Tools.

2. Use the menu to select the desired drawing tool (pen &, highlighter £, spotlight ® or arrow E). You
can also change the pen color, if desired.

3. Click and drag the mouse over your desktop to start drawing on the shared screen.

GoToMesting = L

Edit ¥our Mame and Email...
Edit Meeting Subject...

Opticns

Draannig Tools ¥ |+ b Mosmal nan-drewing mede
Languages [} ] & Fen

Labs ¥ L Highlighter

Preferences.., & Spatlight

E:}Arr\qw
GoToMesting Help
Sound Check Erase all drawings

Abaout GoTobleeting
' Artendess can draw [of checked)

Bxit - Leave Meeting
bt - End Peeting

Mgating ILE Lb-05/-415

Lhoose pen calar ¥
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Enable/disable drawing tools for an individual

1. Right-click the participant's name in the Attendee pane.

2. Click Allow Drawing.

¢ When drawing tools are enabled for the user, a Check icon + will appear next to Allow Drawing.
The attendee can click and drag the mouse over the Viewer to make their drawings appear on
the shared screen for all participants.

¢ When drawing tools are disabled for the user, the Check icon ~ will disappear.

Aftendees 5

# Eric Baker (me, presenter, org...
L David Williams 2
David Williams: W

- Connected to Audio [:?
W
S

Mute Dawid Williams
Send Webcam Request
Ban g

Iake Presenter... r_

Make Organizer...

Give Keyboard and Mouse
Allow Drawing

Allow Attendee List

Allow Chat

LA

Send Chat Message...

Dismiss David Williams...

Enable/disable drawing tools for all participants
1. Click GoToMeeting and hover over Drawing Tools.

2. Click Attendees can draw.

¢ When drawing tools are enabled for others, a Check icon « will appear next to Attendees can
draw. Attendees can click and drag the mouse over the Viewer to make their drawings appear
on the shared screen for all participants.

¢ When drawing tools are disabled for others, the Check icon ~ will disappear.

Erase all drawings
1. Click GoToMeeting and hover over Drawing Tools.

2. Select Erase all drawings. All drawings done by any participant will immediately disappear.
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Desktop Notifications (Windows)

Desktop Natifications is a free GoToMeeting 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 Noatifications will display them on your computer screen.

@ 25% off on GoToMeeting with HD Faces | 2

Get free GoToMeeting service!

Do you have colleagues or clients who
would benefit from online meetings?
Share an extended 45-day free trial and
get a free month for each who subscribes =

&8 GaToMeetirg

| Showw e deskbop notifications © Wihat is this?

@ s s

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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Dismiss Attendees

You can remove an attendee from the meeting by dismissing them. To do so, right-click their name in the
Attendee list, select Dismiss Attendee, and then click Yes to confirm. Attendees will automatically be
disconnected from the session and will see a message notifying them that they were dismissed from the
meeting.

Note: If your Control Panel looks different than the one shown below, you may have a different version of GoToMeeting. See
Original Control Panel and Viewer (Windows) for more information.

Aftendees 5 x

= & Eric Baker (me, presenter org... » #
] David Williams "
David Williams: ' v
- Connected to Audio I:E' o
Mute David Williarms
R
Send Webcam Request
Al g
Make Presenter... | m—

Make Organizer...

Give Keyboard and Mouse
Allow Drawing

» Allow Attendee List

»" Allow Chat

Send Chat Message...

Dismiss David Williams...
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Leave and End a Session

You can leave or end a session anytime during the session (regardless of the scheduled end time).
Organizers will be given the option to leave a session without ending it for everyone else so that others
can continue without them.

GaToliesting =
Edit Your Mame $nd Ernail...
Edit h1utin|; Sn‘uj:ct...

Options ¥
Drawing Teals ¥
Languages ¥
Labs ¥
Prefemences..

GoToMesting Help

Send Feedback to GoTolMeeting...
Sound Check

About GeToMeeting

Exit - Leawe Meeting
Exit = Engd !-.-1::tir'.§|

Leave a session (without ending it)
1. Click GoToMeeting in the top navigation and select Exit - Leave Meeting.
2. Continue as follows:

o If there are already 1 or more co-organizers in the session, you can click Yes to confirm that you
want to leave. The session will continue without you, and the other organizer(s) can take over
facilitating.

r@ Leave Meeting? - GoToMeeting ﬁ‘

'.ﬁ' Are you sune you want o leave the meeting?

[ v |l m

[V]1d B 1o give feedback o GaToMeating
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o If there are not any co-organizers in the session, you can click Choose and Organizer & Leave,
select an attendee from the drop-down menu and click Yes to confirm that you wish to make
them an organizer. You will then exit the meeting.

e T
&8 Leave Meeting or End Meeting? - GoToMeeting ﬂi

Before you can leave, you must choose another Organizer to run the
meeting in your absence. Otherwise, you must end the meeting for all,

Choose an Organizer &leave | | EndMeetingfor Al | [ cancel |
Make Organize

M Chris Jones cting
e — James Meoore

Maria Johnso

End a session for everyone
1. Click GoToMeeting in the top navigation and select Exit - End Meeting.
2. If prompted, click End Meeting for All.

3. Click Yes to confirm that you want to end the session for everyone.

- )
@ End meeting for everyone? - GaToMeeting ﬁ

'0 Are you sune you want fo end the mesting for everyone 7
L |

Yes | Mo

V| t'd lke to give feedback to GoToMestng
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Audio

Connect to Session Audio

Depending on the options provided by the session organizer, attendees can connect to session audio
using various methods. Participants can also test their audio connection before or after a session if
needed.

Note: Organizers can see Manage In-Session Audio for information about changing audio modes during a session and
enabling/disabling chimes and on-hold beeps.

Note: If your Control Panel looks different than the one shown below, you may have a different version of GoToMeeting. See
Original Control Panel and Viewer (Windows) for more information.

Available audio modes

Organizers can either select one or more of the built-in audio options, or they can provide their own
conference call info.

Built-in audio conferencing

e Computer audio (VoIP): Participants can connect to audio through their computer's internet
connection using a mic and speakers.

e Conference call: Participants can use a telephone to dial in to the session audio using toll and/or
toll-free phone numbers (depending on the organizer's settings).

Third-party audio conferencing

e Custom conference call info: Participants can use a telephone to dial into the session audio
using a third-party audio service (provided by the organizer).
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Connect via computer audio (VolP)

Audio quality may vary depending on the audio software, hardware, operating system and Internet
connection being used. We recommend using a USB headset plugged directly into the computer and
placing the microphone away from other speakers or devices to avoid noise feedback.

Note: This feature is only available if enabled by the organizer.
1. First ensure that your mic and speakers are properly plugged in to your computer.
2. Select Computer audio as follows:

eWhile in the Hallway, select the Computer Audio option. You can click Test your sound to
select the right audio hardware.

e While in session, select Computer audio on the Audio tab (Options pane). You can use the
drop-down menus to select the right audio hardware.

BAudio

screen | Webcam

@ Computer audio
EEEEEEE
MWicraphone {Plantranics DAA0) L7

Status Report

Thursday, February 26, 2015 7:00 PM Pacific

EEEES®
- ' Lpeakers (Marironics DASD) o
Waiting for organizer [« Spaskes (Plastsonics DARD)
While yvou're waiting, please choose an audio opt ":',r: Speakers (Realtek High Definiti...)
() Computer audia Use your microphona and speakers,
I_-'I Phone call You'll sound best with a headset
If you're the organizer, please start the meeting & i L
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Note: This feature is only available if enabled by the organizer.
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1. First locate the audio information provided by the organizer. You can find it in any of the following

locations:

e Check the Invitation email sent by the organizer.

BT hiessage

( Al 9 0 & 9|5 GoToMeeting Invitation - Status Report - Message (HTML)

=5 8

v @

Fram: Lira
Subject: GoToMerting Invitation - Status Report

1. Pleasza jain ry mesting.
https: /fglobal, i join 7

United States [toll-free): 1 8EE 640 7162
Australia [toll-free): 1 800 180 045
Australia; +61 2 8355 1039

United Kingdom (koll-free): 0 808 234 0410
United Kingdam: £44 (0] 330 221 0099
United States: +1(224] 501-3318

Access Code: 891-936-557
Audio PIN: Shown after joining the mesting

Meeting ID: B91-536-557

Sent: Thu 2/26/2015 6:35 PM

2. Use your micrephene and speakers [VolP) - a headset is recommended. Or, call in using your telephane.

[» &1

|4

¢ While in the Waiting Room before a session, select the Phone call option.

¢ While in a session, go to the Audio tab (Options pane) and select the Phone call option.

Thursday, Februan Facific Stand,

Waiting for organizer

While you're waiting. please choose an audio oplicn

Audio Sreen | Webcam

() Computer audio
[®) Phone call

o 1 138 640 T162
Morcess Code 1 B91-536-537
AudicPIH 1 3

United Saxtes fol-inse)

Audio FLM

United States (foll-free...

Lt

() Computer audio Dial 1888 620 V182
(%) Phone call Acoess Code:  891-836-557
: i

f you're the organizes; please 1tart the meeling @ :

2. Find the phone number for the desired country.
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e Check the list of phone numbers included in the Invitation email (listed by country).
¢ While in the Waiting Room or during the session, use the drop-down menu to select the desired

country.

3. Use a telephone to dial the provided phone number.

4. When prompted, enter the Access Code and Audio PIN listed in the session information. See
Manage audio via keypad commands (phone mode only) for more information.

Note: If you are having trouble with your audio connection, you can check for alternative phone numbers.

Connect via custom conference call

If the organizer uses a third-party conference-call service, they may wish to provide their own details
about how to connect to the session audio. In this case, their instructions will appear in the Hallway and

on the Audio tab (Options page).

Note: This feature is only available if enabled by the organizer.

Screen

Friday, February 37, 2015  7:00 AM Padf

Waiting for organizer

Webcam

To poin the call, please follow th Orgamars instrucigns.
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Switch between audio modes

Attendees can switch between the provided audio modes any time during the session by opening the
Audio tab (Options pane) and selecting the desired audio mode.

Note: Only those options provided by the organizer will appear. If only one method of connecting was provided, then attendees will
not be able to switch to another audio mode.

Options

Audie Screen | Webcam
@ompﬂltr o I
——— H I (L}
e Audio Sereen Webcam
?
— | (D) Computer audio
Speakers (P
| @hﬁne call
" Speaky Dial ;1888640 7162
O] Spesk Aceess Code ; B91-936-557
AudicPIN - : 3
United Stalas (toll-free) b
Problem dialing ire

Manage audio via keypad commands (phone mode only)

When participants are connected via telephone, they can use their phone's
keypad to manage the audio of the conference call.

All participants:

e *3 —Turn "on-hold" beeps on or off
e *4 — Hear a menu of keypad commands available to you.
e *6 — Mute or unmute the participants audio.
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e *2 — Hear the number of attendees currently dialed in via telephone.
e *5— Change the "listening mode" of all attendees; pressing this command repeatedly will cycle

through the following modes:

e Soft mute: All attendees are automatically muted, but they can unmute themselves if

desired.

e Hard mute: All attendees are automatically muted and cannot unmute themselves.
o Unmute: All attendees are automatically unmuted (default mode).
e *8 — Change the "chime controls"; pressing this command repeatedly will cycle through the

following modes:
e Both entry and exit chimes on (default)
e Both entry and exit chimes off
e Only exit chimes on
e Only entry chimes on

Check for alternative phone numbers

If you are having trouble connecting to the session with the phone number provided in the Options pane,
you can check to see if the organizer provided any alternative phone numbers.

1. On the Audio tab (Options pane), click Problem dialing in?.

2. A new browser window will open and direct you to the right page.

3. Use the drop-down menu to select the desired country, then use the alternative session information
provided to try dialing in again. If you're still having problems connecting, see Audio Help for more

information.

[ Cart Dielinto the Confe: % )

bl o . [ |

@ GoToleeting

United 5tates

C |8 Citrix Online LLC [US]| hitps://glebalgotomeeting comypublic/prelogin hitmsr ¢y i @ =

Can't Dial in to the Conference?
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Manage In-Session Audio

Once in session and connected to audio, the organizer can manage the session audio options for all
participants.

Note: This feature is available to organizers and co-organizers only.

Note: If your Control Panel looks different than the one shown below, you may have a different version of GoToMeeting. See
Original Control Panel and Viewer (Windows) for more information.

Audio Screen | Webcam

() Computer audss

(@) Phane call Play On-Hold Beeps m
Dial 09 2070
- |a Pllary Entry/Eoat Chimes OFF
Linsled States (boll-ree) bt

Enable/disable on-hold beeps

When enabled, this feature plays intermittent beeps to indicate that no one has yet joined the session.

1. On the Audio tab (Options pane), click the Options icon

2. In the pop-up menu, click the On/Off button next to Play On-Hold Beeps to immediately enable or
disable them.

Enable/disable entry and exit chimes

When enabled, this feature makes a “"chime" sounds that announces each time attendee joins or leaves
the session.

1. On the Audio tab (Options pane), click the Options icon

2. In the pop-up menu, click the On/Off button next to Play Entry/Exit Chimes to immediately enable
or disable them.
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Edit the audio mode while in session

You can change the audio-connection methods available to attendees at any time, even while in session.

1. On the Audio tab (Options pane), click the Options icon
2. In the pop-up menu, click Edit audio mode.

3. In the Edit Audio Mode window, select the desired audio option. You will be cautioned that changing
the audio during the session will immediately impact all customers and that you should warn them
verbally before doing so.

4. Click OK when finished.

€8 Edit Audio Mode - GoToMeeting ]

&) Usge budlt-in sudie conferendng
Pravide VolP only {requires microphons and speaioers)
Pravide & conference call number anly
0! Provide both
Provide your cwn conference cal information

-

I
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Set Default Audio Options

When you schedule a meeting, the audio options are set to the default settings for your account. You can
change these default audio options at any time, which will affect all meetings that you schedule in the
future.

Note: Changing your settings will only impact meetings that you schedule after that point. It will not affect previously scheduled
sessions; you must change those manually if desired.
Use built-in audio services

GoToMeeting offers various built-in methods for participants to connect to the meeting audio. You can
offer some or all of these methods to participants by changing your default audio options.

Mic & Speakers (VolP) Telephone (PSTN)
Participants can use the mic and speakers Participants can use a telephone to dial in to the audio
on their computer to connect to the audio separately from the desktop, web or mobile apps. This allows
through the desktop, web or mobile app. participants to join the meeting even if they aren't able to the
This allows participants to join the audio screen-sharing session.
without needing to use the telephone.

VoIP: This method allows participants to Long-Distance (Toll): This Toll-Free: This method
connect to audio over the internet using method allows participants to dial allows participants to dial in
the desktop, web or mobile app with which  in using long-distance (toll) using toll-free phone
they joined the session. phone numbers provided by numbers provided by
GoToMeeting. OpenVoice Integrated.
This method is free for both organizers Each attendee will be charged Organizer's accounts will be
and attendees. rates based on their own long- charged a per-minute fee for
distance provider. each attendee who uses

these methods.

@ GoTohdeeting = Hell, Lavra

e

S
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Use your own audio service

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).

e If you select Use my own conference call service under Settings, you can provide custom
information telling attendees how to connect to the meeting audio using your third-party audio
service.

Change default audio options
1. Log in to your online account.
2. Click the Menu icon in the top navigation, then select Settings.
3. Select the desired audio options, as follows:

¢ Select Use built-in audio, then enable the check boxes of the methods that you would like to
provide to customers: VoIP, long-distance (toll) numbers or toll-free numbers (OpenVoice
Integrated). If desired you can change the countries for which phone numbers are provided.

e Select Use my own conference call service, then enter the conference-call information of your
third-party audio service.

4. Click Save when finished.
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Change the countries for which phone numbers are provided

If you are providing long-distance (toll) or toll-free phone numbers for your customers, you can always
choose which countries are included in the session information for each meeting.

1. While changing the default audio options, click Edit next to the "Long distance number" and/or
"Toll-free number" options.

2. Select the desired countries. To select all countries available, select the check box next to "Country"
at the top of the list. If desired, you can also designate a preferred country.

3. Click Done when finished. When you return to the Settings page, you'll see the additional countries
you added next to the long distance and/or toll-free option(s).

© 2015 Citrix Systems. All rights reserved. 181



GoToMeeting User Guide

Audio

(®) Use built-in audio
» VolP [requires microphone and speakers)
+ Long distance number for: United States and United Kingda@
»" Include Toll-free Numbers (Openvoice Integrated) for: United States and United Kingdo@
() use my own conference call service

Long distance

Search for a country

—— Australia Austria
Belgium Canada
Denmark Finland
France Germarny
Ireland Italy
Metherlands Mew Zealand
Morway Spain
Sweden Switzerland
»  United Kingdom " United States *
All countries

Selected countries: United Kingdom, United States

Preferred number: United States

e
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Choose a preferred phone number

If you are providing multiple countries in the list of long-distance (toll) or toll-free phone numbers shown to
your customers, you can choose which country appears first in the list by designating it a "preferred
country”. If you don't choose a preferred number, the phone number that's displayed to attendees first by
default is the billing country you have associated with your account.

When selecting which countries are included, you can choose a preferred country by selecting the Star
icon 7 next to a country so that it turns blue #. You can only select 1 preferred country.

Long distance

Cance Save

© 2015 Citrix Systems. All rights reserved. 183



GoToMeeting User Guide

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 "What
U Hear" on some Soundblaster cards) or may be absent entirely.

Note: You cannot use your microphone when switching via software.

1. Double-click the volume icon in the system tray (usually bottom-right of your desktop).
2. Select Options, then Properties.

3. Under Adjust Volume, choose Recording.

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).
e One (1) 3.5 mm audio patch cable (2 male ends, typically 3 " long).
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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)
3. Plug the patch gable into the splitter on line out and then into the splitter on microphone.

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.
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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 I sigh 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 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).

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.
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Can | test the quality of my microphone and speakers setup before a session?

Yes. Just right-click the GoToMeeting 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 GoToMeeting 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 ﬂﬂ 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.

Is there any way to see if there are any unidentified callers in my meeting?

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.
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OpenVoice Integrated (Toll-Free Audio)

Organizers whose accounts include an OpenVoice Integrated subscription can use it to offer their
attendees toll-free phone numbers for over 50 countries. This provides attendees with an alternative to
connecting with their mic and speakers (VolP) or incurring long-distance phone charges, making it easy
for them to choose the most convenient method of joining the audio conference.

Note: OpenVoice Integrated toll-free audio service must be purchased separately from your GoToMeeting plan. Organizers incur
per-minute changes for each attendee who uses the OpenVoice integrated toll-free audio service. 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 OpenVoice integrated
toll-free audio online.

Note: This article refers to OpenVoice Integrated, which allows you to add toll-free phone humbers to your meetings. However,
OpenVoice is also offered as a standalone audio-conferencing product.

Create a new account that includes OpenVoice Integrated
1. Start the sign up process for GoToMeetinghere.

2. During Step #2, enable the "Add toll-free numbers provided by Citrix OpenVoice" check box.

Create your account.

You Selected:

GoloMeeting Monthly Plan

25 anoncoes
1 Orcpaniner Par Month

Edit my plan.

E Add toll-free nismbers provided by Citrix OpenViolca

Add OpenVoice Integrated to your GoToMeeting plan

You can add OpenVoice Integrated to your existing GoToMeeting account at any time. Once your
account includes OpenVoice Integrated, you will see the toll-free audio option whenever you schedule
meetings and under the default audio options.

Note: If you have a plan that is billed via invoice, then you must contact your Account Manager or Global Customer Support to
modify your account and subscription plans.

1. Log in to your online account.

2. On the My Account page, click How It Works under "Add OpenVoice Toll-free Numbers to your
GoToMeeting Plan".
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3. Click Subscribe Now to confirm.

My Account

Flan Details

8 GoTeMeeting Monthly Plan Change Plan | Turn ON Renewal
25 anlendess

1 organizer seat My Maetings -
« FRaneas agiomatically cn Mar 9, 2015

+ Wisa = 1117 will kg charged 549 00 LSD, B« nol inclisdad

Add OpenVaice Toll-fred Numbers to your GoTaMesting Plan [ How it Warks )

Schedule a session with OpenVoice Integrated toll-free audio

When you schedule a new meeting, you will automatically see the option to include toll-free numbers if
you have a plan for OpenVoice Integrated. Simply select the option if desired, then click Edit to change

the countries for which toll-free phone numbers will be provided.

e When scheduling from the web, select the "Include Toll-Free Numbers (OpenVoice Integrated)

for: <countries>". Click Edit to change the countries provided.

New Meeting

‘ Y DCOWs once u
U Mo TU WE TH FR SA 07.00 FM  * OEOO FM T
[GMT-08:00] Pacific Time (U5 and Canada); Tijuana =

9 Lo 5 - r i

Audia Co-organizers Password

¥ i 21
@ Use bullt-in audio

LHTTETENoe Call S2ndice

or Google calendar plugsr

e When scheduling from the desktop app, select Use build-in audio conferencing then either
Provide a conference call number only or Provide both. When you click Edit countries, you will

see both toll and toll-free (i.e., OpenVoice Integrated) options listed.
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[ 8 Schedule 2 Mesting - GoTobesting =

Subject | Tew Meetng
When wil this meeting take place?
Date Mon 27 S/2005 @-
st TOOPM (| End B:00PM (3 Lpgol Tene Zooe
1] Rt mmtting
]

D U bt ey conferenang
Provide your o conference call information

Provicde VoIf only (Feguires morophone ard spesens )

gmﬂe a cordferenoe call rusher only
(@ eride bath
Whhere ane your attendess koated __)
: [ &8 Edit Courtries - GoToMeeting ]
| g
S Seach
Myt | | ) arpentna fiol-free) =] |
[ dumstrata |
- ] () musstrats (eod-fres)
[ tumstria
[¥] Ausstria (sal-free)
[F] Bshrain (tod-fres)
[] Belarus (tod-Fee}
UL =

Select Al | Desslect Al

Salacied countries: Argerdins (bol-Free), fustrals (fol-See),
Aurctria {tod-free), Babran (fol-free), Belanes |
{odl-free], United Kingdom, United Kingdom.
{iod-free], United States, United States
ol free] |

Available international countries with OpenVoice integrated toll-free audio

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

You can cancel your subscription to OpenVoice integrated at any time. Keep in mind that you and other
organizers on your account will lose access to toll-free numbers, and that toll-free numbers will be
removed from all scheduled sessions associated with this account.

Note: If you have a plan that is billed via invoice, then you must contact your Account Manager or Global Customer Support to
modify your account and subscription plans.

1. Log in to your online account.

2. On the My Account page, click Remove Toll-free Numbers under "Toll-free Numbers for
GoToMeeting, Provided by OpenVoice".

3. Click Unsubscribe Now to confirm.

Plan Details

8B GoToMeeting Monthly Plan Change Plan || Tum Off Renewal
25 anendess
1 organizer seatl My Maaings =
« Benews automatically on Mar 9, 2015

+ Wisa = 11117 will b charged 549,00 USD. tax nod included

Toll-free Humbers for GoToMesting, Provided by OpenVoice @

« 00 Marg, 2015, Visa — 1111 will ba charged your iatal account balance F——

OpenVoice Integrated (Toll-Free Audio) FAQs

Review frequently asked questions about OpenVoice Integrated (toll-free audio).

What is OpenVoice Integrated (toll-free audio)?

Organizers whose accounts include an OpenVoice Integrated subscription can use it to offer their
attendees toll-free phone numbers for over 50 countries. This provides attendees with an alternative to
connecting with their mic and speakers (VolP) or incurring long-distance phone charges, making it easy
for them to choose the most convenient method of joining the audio conference. See OpenVoice
Integrated (Toll-Free Audio) for more information.

How much does it cost to use OpenVoice Integrated?

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 VolIP.

How am | billed for OpenVoice Integrated?

You will receive a separate monthly invoice from Citrix Online Audio, LLC for any toll-free minutes used
by you and your attendees.
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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 Meeting 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.

Will I use the same toll-free number for each session?

No, as with existing sessions, each session will have a unique toll-free number and access code. If you
wish to re-use the same audio options for your sessions, select the "Recurring meeting" check box in the
Schedule a Meeting window. Once you do so, the OpenVoice integrated toll-free number and access
code remain the same.

How do | schedule a session with OpenVoice 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.

Is there anything different about recording a session with OpenVoice integrated
toll-free?

No. Whether you or your attendees join with VolP, long distance or toll-free audio, you can seamlessly
record audio. Open Preferences > Recording > Use GoToMeeting integrated audio.

How can | cancel OpenVoice integrated toll-free?

If you'd like to cancel your OpenVoice integrated toll-free service, please contact our 24/7 Global
Customer Support.

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 GoToMeeting 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.
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ﬁ Preferences - GoToWebinar
Category Ay
Start Up
General You wil not be heard while testing your mic or speskers.

‘Webinars
Recarding E,l_J Microphone Setup
g::':::ﬂg;‘ Select & device and speak into the microphone o test:

|Microphane (DA40 Adapter) -

o i) Speskers Setup
Select & device and dick Play Sound to test:

,_ s[l:lﬁ--ﬂﬁdapter] r——

| Play Sound | J

Advanced
W | Automatcally adjust my system mixer settings

W | Use automatic volume and noise processing

& wnnin

The meter will turn green when your microphons is working,

Clhick Play Sound and verify you can hear it playing from your speakers,

Usualy mproves audio guality when people are talking. Undhedking
may improve the guality of music or other audio sources,

LS et Need Addonal Help?
[ ox || cancal

=

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.

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 .

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.
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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, GoToMeeting 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.
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.

| can't connect to audio with VolP.

In some cases, you will see an error that reads "Internet Audio Not Available." In this scenario, are a few
things you can try to connect to the audio in the meeting.
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= Audio
Telephone
Dial: +1 (213) 493-0015

Access Code: 862-104-732
Audio PIN: 23

If vou're already on the call, press #23# now.
{and additional numbers ...}
Problem dialing in?

Internet Audio Not Available

We apologize, but an error occurred while
connecting to Internet audio. Please call in

from a telephone.
Audio Guide

If you see the above error message, please try the following:

¢ Update the device drivers for your sound hardware.

¢ Close any programs on your computer that you are not using.
¢ Unplug audio hardware that you are not currently using.

¢ Exit the GoToMeeting program and restart it.

Note: If you see this error message in the Audio pane, you will not be able to record your session
unless "No Audio" is selected in the Recording Preferences. Audio PINs and muting controls will also
be disabled.

© 2015 Citrix Systems. All rights reserved. 195



GoToMeeting User Guide

Session Recording

Record a Session

You can record any session and then store the recording for attendees to view at a later time. When a
session is recorded, then the presenter's screen, the audio and any shared applications are recorded.

Note: Session recording is not supported for GoToMeeting Essentials organizers.

Get started with session recording

Successfully using session recording requires a series of steps on the part of the organizer. Use the steps
below to set up and use session recording.

1. Record sessions: You can start and stop recording during meetings.

2. Convert recordings: After each recorded session, a temporary recording file is saved to the
specified location in .G2M format. You must then convert the recording into a downloadable format
(.MP4, WMV or .MQOV).

Start and stop recording a session

Note: We recommend having 2 organizers record the session in case 1 organizer encounters any issues that may potentially disrupt
the recording.

1. Ensure that you are sharing your screen, application and/or webcam.

2. At the bottom of your Control Panel, click Record this meeting. The Recording icon # will glow
and attendees will see a notification that the session is being recorded at the bottom of their Control
Panel.

Note: At least 500MB of free space must be available in the Recordings folder in order to record a session.

3. Click Stop recording to temporarily pause or stop recording altogether. If desired, you can click
Restart recording to start recording again.

4. Once you end the session, you will be prompted to convert it using the GoToMeeting Recording
Manager. You must convert session recordings in order to view them later.

* Chat

) Record this meeting

mE v T AT AT M

k Chat

I;I.IIII n'|:|||||in|_[

This session is being recorded.
| * Chat
) Restart recording

Meeting ID: 104-808-377
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Convert Session Recordings

Once a session has been recorded, the temporary recording file (.G2M) must be converted before
anyone can view it. Using the Recording Manager, you can easily convert multiple recordings at once
whenever it's convenient for you.

Open the Recording Manager
You can access the recording manager at any time in any of the following ways:

e When you end a session, the Recording Manager will automatically launch and prompt you to
convert your recordings.
¢ Right-click the Daisy icon in the system tray, then select Convert Recordings (Windows only).

&8 GoToMeeting
Meet Mow...
Schedule a Meeting...
My Meetings...

Joim...

Help
Convert Recordings...
Preferences...

e Open Preferences > Recordings > Convert Recordings now.

B Preferences - GoToMeeting
Catagary Recording
Start Up
General A
Maetngs ) Don't record audo
ll_-h:wm @) Ll GaToMesting integrated audo
N.d-n:!:“ Records everyomne wha speaks [via morophone o telephone],
Wabeam 170 e your evor Sucha service

Requares & physcal nput desics, A microphons wil recond just your
woice. A phone pabch device will necord everyone who speaks.
tieed sudio heip?
Rsoondings

Recordings must be cormverted before sryone can view them.
4 Remind me o cormvert recondings after each reconded session

) Bor't remind me to convert recordings

o' lears semame \Doourments] Eremtn
| comvertRacorgngs how |
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[ ] Prefarences - GoToMeating
\& General

st oo

g8 Meotings

Store my recordings at:

@ Webcam
Msers/admin/Documents/Recordings Chease...

% Updates

Recording Canversion

Recordings must be converted before anyone can view
tham.

o Remind me to convert recordings after each
recorded session

Don't remind me to convert recordings

Convert Recordings Mow.

Convert arecording

1. Open the Recording Manager.

2. Under "Recordings you need to convert", any unconverted files will be listed (both the most recent
session and any past sessions that were not yet converted). Use the check boxes to select the files
that you wish to convert.

Note: If you do not see the session recording you are looking for, simply locate it on your computer and move it to the specified
Recordings folder. It will then automatically appear in the "Recordings you need to convert" section.

3. Use the "Choose a file format" drop-down menu to select the desired format:

¢ .MP4 (Windows only) Can be played on most Windows and mobile devices

¢ WMV (Windows and Mac): Can be played all Windows devices, as well as some Mac and
mobile devices

¢ .MOV (Mac only): Can be played on most Mac and mobile devices using Quicktime

Note: If you are converting a recording that was made in 2012 or earlier, then you must use WMV format (.MP4 will not work
correctly).

4. Click Convert Recording.
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HB Recording Manager - GoToMeeting

them.

recordings at this tme.

| # | Recordngs You Meed to Comvert

You have recardings that need to be converted before anyone can view

You can do this now or when it's converient for you, You may also choose to convert any sddiional

[ subject

(V1T 201501-19 11.05 Quartedy Repart.g2m
CE 2015-01-19 11,03 Mest hiow.g2m

'umemﬁmt,

Date

Mon 11972015 L1:05AM &
Mon 1/18/2015 11:054M &

(2] converteariTIRY

Subject

Date

| »

H 201501-19 10.49 Quarterly Report.mp4 Mon 1/19/2015 10:56 AM =
E. 2014-12-09 16. 11 Meat Now.mp3 Tuwe 12/9/2014 5:00 PM = -
Open Recordngs Folder
{ ] GoToMeeting Recording Manager

You have recordings that neaed to be converted bafore
anyone can view them.

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

~ Recordings You Meed To Convert
~ Date and Time
Meet Now Feb B, 2015, 5:21 PM L]

Sassion Tithe

MOV

Choose a file format:

-~ Converted Recordings
Session Title -

Meet Now 2-6-15, 5.07 PM ]
Meet Mow 2-6-15, 5.13 PM (-]

‘Open Recordings Folder

5. The conversion process will begin for the selected files. The recording may take some time to
process and convert, depending on the video content and length, CPU speed, chosen media format

and the amount of available memory.
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B Recording Manager - GoToMeeting

0%

EARMINGS

..J L= 4

2015-01-19 10,45 Quarterly Repart.g2m (1/1)

R —

16% done. Will finish in about 2 minutes.
E] Converted Recordings
Subject Date

H 2015-01-19 10.45 Quarterly Report.mps Mon 1/15/2015 10:43 AM |E

| 20141209 16. 11 Meet Nov.mp Tue 12/9/2014 5:00 PM
[ 2014-12-09 14.54 Webinar Now.mp Tue 12/8/2014 5:00 PM

Open Recordngs Folder
4

ooo

®0 ing F ing

Converting "Meet Now™ (1/1)

47% Gomplete

< Converted Recordings

Sassion Title
Meet Mow 2-6-15, 5,07 PM 2]

Open Recordings Folder

6. Once the file has been successfully converted, it will be moved to the "Converted recordings” list in
the Recording Manager. You can click the Folder icon & to automatically open the folder on your

computer in which the converted file is stored.
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7. You can share the converted recording with attendees via email, YouTube, Vimeo, etc. so that
anyone can view it.

Locate Recording Files

After each recorded session, a temporary recording file is saved to the specified location in .G2M format.
You must then convert the recording into a downloadable format ((MP4, WMV or .MOV).

By default recordings are stored in C:\Users\<user>\Documents. The original "pre-converted" .G2M
files are stored in a subfolder called "originals" after a successful conversion has finished. However, you
can change the location for which all future session recordings will be saved (ensure it has at least 1GB

of space available).

C:Vsers\ <username > Dowments Browse

| cenvert Recordings Now |

Lok ] [ canced |

Change the location of saved files

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

&8 GoToMeeting
Meet Now...
Schedule a Mesting...
My Meetings...
Joim...

Help
Convert Recordings...

Preferences...
About...

Exit

2. Go to the Recording tab.
3. At the bottom of the window, click Browse.

4. Select the desired location, then click OK.
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@ Preferences - GoToMeeting ﬂ

Categery Recording
|Start Lip |

General Aucio
Meetings ~) Don't record audo
l‘_""“i“;:_l“ @) Lise GaToMesting integrated auds
‘:5:!: Records everyomne wha speaks [via morophone o telephone],
Wabeam ) Ll your gy Ssucha service

Requares & physcal nput desics, A microphons wil recond just your
woice. A phone pabch device will necord everyone who speaks.

Heed sucho beip?
Recordnga

Recordings must be corverted before anyone can view them.
& Remind me 1 corver t recondings after eadh reconded session

} Don’t remind me to convert recordings

o' lears semame \Doourments] Eremtn
| comvertRacorgngs how |

e

Recording and Playback FAQs

Here you can review frequently asked questions regarding session recording and playback. Please see
Record a Session for details about starting and stopping session recording, as well as modifying the
recording settings.

How do | record a session?

Please see Record a Session for details about starting and stopping session recording, as well as
modifying the recording settings.

How do | locate my session recordings?

By default recordings are stored in C:\Users\<user>\Documents. The original "pre-converted" .G2M
files are stored in a subfolder called "originals" after a successful conversion has finished. See Locate
Recording Files for more information.

C:Vsers cusermname > \Douments Browse
| convert Recordings Mo |
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What file formats are supported?
You can convert a session recording into any of the following formats:

e .MP4 (Windows only) Can be played on most Windows and mobile devices

¢ WMV (Windows and Mac): Can be played all Windows devices, as well as some Mac and mobile
devices

e MOV (Mac only): Can be played on most Mac and mobile devices using Quicktime

Can people on Macs view sessions recorded on Windows computers (and vice
versa)?

Yes, as long as the session has been converted to .MP4 format.

Can linclude audio in my session recordings?

Yes. The Recording Preferences will determine if and how audio is included in session recordings. The
following options are available:

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

Use Use GoToMeeting integrated audio: Records everyone who speaks via VolP or telephone.

e Use your own audio service: Uses a microphone to record the organizer's voice, while a phone
patch device will record everyone else who speaks (requires a physical input device).

Can | exclude audio from session recordings?

Yes. You can modify the settings so that only the shared screen is included by selecting the "Don't record
audio" option under Recording Preferences.

Can I record a session using my own audio service?

Yes. 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.

Can | edit arecorded session?
Yes. You can use third-party editing software such as TechSmith Camtasia® to edit recording files. Just

make sure that they have been converted first.

Can | post arecorded session?

Yes. You can post your recorded session wherever you'd like (e.g., YouTube, Vimeo).

Can | mail a recorded session?

Yes. However, it is not recommended as the file may be extremely large. Depending on its size, a
session recording can be zipped and sent via email or via File Transfer Protocol (FTP).
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GoToMeeting Codec

The GoToMeeting Codec was a Windows Media Player component that was formerly required in order for
you to view and convert session recordings on a Windows computer.

However, the current GoToMeeting Recording Manager is able to convert session recordings into .MP4
and .WMYV formats, which can be played on a variety of platforms, including mobile devices — nothing
extra required!

What is the GoToMeeting codec?

The codec is an executable file (.EXE) that was formerly required in order for you to view session
recordings.

How do | download the GoToMeeting codec?

You don't need to anymore! Although the codec was once required, you are now able to view your
session recordings from any device that supports playback for WMV, .MP4 (Windows) or .MOV
(Mac) files — without installing the codec or any other software.

Why can't | view my session recording?

When a session is recorded, the recording file is automatically saved to the organizer's computer in the
.G2M (GoToMeeting Action) format. The organizer must then use the GoToMeeting Recording Manager
to convert it into a universal format (.MP4, WMV or .MOV).

e If someone else recorded the session, then you must ask them to complete the
recommendations below.

e If you recorded the session yourself, then check the format of the file you are trying to play. If it
is ".G2M", then you need to convert the recording before it can be viewed.

Note: If the session was recorded 2+ years ago, you will be unable to convert it into .MP4 format and must use .WMV instead.
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HB Recording Manager - GoToMeeting

Ny

them.

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

Recordngs You Need to Comvert

You have recardings that need to be converted before anyone can view

any additional

[ subject Date
IEE 2015-031-19 11.05 Quartery Report.g2m Mon 1192015 105 AM &
[CIEE 2015-01-19 11.03 Mest Now.g2m Mon 1/19/2015 11:03 4M &

umseaﬁefumat:

WHRI&UJ
Subjec )

t Date =
Hl 201501-19 10.49 Quarterly Reportmpd Mon 1/19/2015 1:56AM & =l
E 2014-12-09 16.11 Meat Now.mpd Tue 12/9/2014 5:00 PM = -
Open Recordngs Folder
{ ] Go ing A di

You have recordings that neaed to be converted bafore
anyone can view them.

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

~ Recordings You Meed To Convert
Sassion Tithe ~ Date and Time
Meet Now Feb &, 2015, 5:21 PM L]

MoV
Choose a file format: FAZIN Convert Recardings

-~ Converted Recordings
Session Title -

Meet Now 2-6-15, 5.07 PM ]
Meet Mow 2-6-15, 5.13 PM (-]

Open Recordings Folder
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Mobile Apps

Join, Schedule, and Start Meetings via iOS

You can download the GoToMeeting app for iOS to schedule, start and join meetings from anywhere.
Also see Use iOS Session Features to learn more about the features that are offered while in session.

FADPM

Join a session from the app
1. Download the GoToMeeting app from the App Store.
2. Open it and tap Join a Meeting.
3. Find the correct session in either of the following ways:
¢ Enter the meeting ID provided by the organizer, then tap Join.
-or-
e Tap the desired session under My Meetings (if you have the app connected to your calendar).

4. You will be automatically launched into session. See Use iOS Session Features to learn about
what you can do during a session.
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Pad T 2239 P

Jane Doa

F o
i (ale]
] Joina Mesting oo !

GoTolJeeting

My Mestings

Sattings

wenan Verizon F w2t P @ | o m.

Join a Moating

ng 10 371-202-365

e 0K join your MEatings Dy Con

Connect to your calendar

Tue, Feb 3 Team Mooling

Today G2A & G2AC: Core Team
>

Schedule a meeting from the app
1. Download and open the GoToMeeting app from the App Store.
2. Tap Sign In and enter your GoToMeeting login and password.

3. Tap My Meetings in the lower toolbar, then tap the Add icon ~I" in the upper toolbar.

My Meetings

| Jain a Mesting

Recurring GoTaMeot Ma
= My Meetings

4. Use the available fields to configure your new meeting, as follows:

e Subject — Enter a name for the meeting.

e Recurring meeting — Tap this switch to toggle between a single meeting and series.
e Starts/Ends — Tap this field to select the date and time of the meeting.

¢ Audio — Tap to select which audio options should be available to attendees.

e Password — To password-protect the meeting, enter a password in this field.

5. Tap Done in the upper toolbar when finished.
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aricon 5 Bo5E PR

My Meelings

Recurring Labs wilth Sightboard

wennn Varizan T 5:54 PM
Taday Schedule
Recurnng |
Recurring meeting
Recurnng
Starts Ken, Jan 5, 8:00 PM
Ends Ti00 P
- Audio Phane and ValP
Passwaord

6. A pop-up message will confirm that the meeting was scheduled successfully. Tap Send Invitation
to invite attendees, or tap OK to exit without sending invitations.

r -

Meating Scheduled
Quarterty Report was scheduled,

| Ok Send Invitation

Start an instant meeting
1. Sign in to the GoToMeeting app and tap My Meetings.
2. Meet Now at the bottom of the page.

3. You will be automatically launched into session!
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Start a scheduled meeting
1. Sign in to the GoToMeeting app and tap My Meetings.
2. Tap the desired meeting, then tap Start.

3. You will be automatically launched into session!

Start or Invita?

Do you want 1o star this meating or
invite peophe ta attend 17

Start
Send Invitation

Cancel

Invite attendees (before a meeting)
1. Sign in to the GoToMeeting app and tap My Meetings.

2. Tap the desired meeting, then tap Send Invitation.

Start or Invite?
Do you want 1o start this meeting or
invite peophe to attend it?

Start
Send Invitation

Cancel

3. Select the desired option, as follows:

GoToMeeting User Guide

¢ Calendar Invitation — This will open a new event (using the Calendar app) with the meeting details

pre-populated. You can add Invitees, then tap Done.

e Email — This will open a new email (using the Mail app) with the meeting details pre-populated.

You can add email recipients, then tap Send.

e Message — This will open a new Message (using the Messages app) with the meeting details pre-

populated. You can add recipients, then tap Send.

e Copy to Clipboard — This will copy the meeting details to your clipboard, which you can then

paste wherever desired (e.g., Notes app shown below).
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Cancel Add Event Done
|

wnwnc Varizon T B6:20 PM AR W

GoTeManti Cancel GoToMeeting Invitatio...

hitpsiglabs T | )
seeec Vorizon T GR2EPM LUy
CefBee, Fr Mew Message Cancel
All-d
l Subjact: G To: [y
wena Varigon T 30 P B a2 m
1. Please 1. Pl € Motes Dona
2015at T: Jan E
— PST. January §, 2018, 6:29 PM
h
JE;E 1. Please Join my meeting, Jan 5,
= joinds 2015 at 7:00 PM PET,
hitpsyglabal gotomeeting.comdoind
351865573
2. Use your microphone and
speakers (VoIP] - a headset is

Edit a scheduled meeting
1. Sign in to the GoToMeeting app and tap My Meetings.
2. Tap Edit in the upper toolbar.
3. Tap the meeting that you want to modify to open the meeting details.

4. Make the desired changes, then tap Done.

S840 Varizon T 52 PM IR

My Meetings

waass \gricon T E:55 PM

Recurming My Meatings

Taday Recurring Labes with Sightbomnd

Recurring Cunrterly Report

7200 PM - 8:00 PM PST 2
351-865-573

Racurring GaoToMasl.Ma

a2~ T

Meeat Now
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Cancel a scheduled meeting
1. Sign in to the GoToMeeting app and tap My Meetings.
2. Tap Edit in the upper toolbar.

3. Tap the Delete icon @ next to the desired meeting.

4. Tap Delete to permanently delete (i.e., cancel) the meeting. Caution: This cannot be undone!

| Join a Mesting
ming  GoToMoeot Mo
= My Meetings

I Sattings
- Recuring  Labs with Sightboand

Today Status Maotirg

Use iOS Session Features

The GoToMeeting app for iOS allows you to use many of the same features as when you join from the
desktop app, including presenting content and sharing and viewing webcams.

Note: Some features are only available for iPads users.
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FARPM

Mute/unmute yourself

e Tap the Mute icon in the toolbar. The icon will turn gray when muted (@) and orange when
unmuted (%).

Mute/unmute attendees

1. Tap the Attendee icon L)

2. To mute or unmute a single attendee, click the Audio icon next to their name. Icons will have a red
slash through them when attendees are muted.
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Share content (iPad only)

Although iPad presenters can't share their entire screen with attendees, they can share specific content in
the following ways:

1. Go to the Present Content screen by tapping the Screen Sharing icon and enabling the Present
Content toggle.

Share from the B

Share from the Whiteboard

Skateh ideas with draw

2. Select one of the following share options. Be sure to tap the Play icon n in the floating toolbar so
that you can share content.
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e Share from the Cloud
Open and share a file from your ShareFile or Dropbox account.

e peivabefvas mobile/ Containers/Datafhaplico isn'8 1 10AFAA-FAZD-45E. . _

Q3 EARNINGS REPORT

£200 K

$100 K

e Share from the Browser
Open and share a web page by entering a URL or tapping the Bookmark icon.
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12:57 AM

ECa—
GoToMesting Bookmarks  £di

=] Join o Mailing n Heat o Mooting

Amazon Cloud Drive

hiipsYwaw.amazcn comfolosdd e

- Erorm LINE MEETINGS MADE EASY

e f businesses rely on

Windows Live SkyDrive

e ol oMeeting.

Start My Trial

FEATURES

e Share from the Whiteboard
Use drawing tools to collaborate with attendees on a whiteboard screen.
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FARPM

Stop or pause content sharing (iPad only)

e To pause your shared content, tap the Pause icon in the floating toolbar.

e To completely stop sharing content from the cloud, browser or whiteboard, simply tap the
Screen Sharing icon in the top navigation.

Preview, share and stop sharing your webcam (iPad only)
You can use HDFaces to share your iPad's webcam and view the webcams of others.

e To preview your webcam, tap the Webcam icon B in the top navigation.
e To share your webcam, tap Share My Webcam.
e To stop sharing your webcam, tap Stop Sharing My Webcam.
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e Webcams

View and rearrange attendee's shared webcams (iPad only)
Tap the Webcam icon B in the top navigation, then select one of the following views:

View Webcams

e All — All webcams that are being shared will be displayed a floating Viewer. You can drag this
around your screen as desired.

e Talking — Only the webcam of the person or people currently talking will be shown at the bottom of
your screen.

FEATURES

¢ None — All shared webcams will be hidden (this does not hide your shared webcam from
attendees).
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Chat with attendees

You can send chat messages to everyone in the meeting, only the organizers or to a single attendee.
1. Tap the Attendee icon am.
2. Tap Everyone, Organizer(s) Only or a specific attendee.
3. If prompted, tap Chat.

4. Type your chat message, then tap Send.

Tk for thi imise

Make attendees presenter or organizer

1. Tap the Attendee icon S
2. Tap the name of the desired attendee.

3. Select Make Presenter or Make Organizer.

Note: You cannot take back presenter control manually. The current presenter must instead transfer it back to you once they
are finished.

Invite attendees to the session

1. Tap the Attendee icon S

2. Select Invite Others from the drop-down menu.
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3. Select Email, Message or Copy to Clipboard to send the meeting information.

Attendoes

Everyong

Organizans) Cnly
¥ Jane Do

Cleganizer, Pessarie, Ma

Chiis Jones
¥ John Smith

Jatin Bmith

Use Drawing Tools (iPad only)

Note: Only the current presenter can use drawing tools.

1. As the presenter, make sure you've tapped the Play icon n in the toolbar so that you can share
content.

“ R . .
2. Then tap the Drawing Tools icon in the Grab Tab to expand and display the main controls. You
may use Drawing Tools on any screen you're sharing.

The Drawing Tools icon turns Drawing Tools on or off. When Drawing tools are
on, the Drawing Tools icon is blue and the Drawing Tools toolbar is displayed.
The Play icon starts content sharing and the Pause icon pauses the screen so
attendees will only be able to view the last screen that was displayed.

The Pen icon lets you draw and annotate on-screen. You can select different
colors and adjust the width of the markings.

The Highlighter icon lets you highlight certain areas of your screen. You can
choose from 4 different highlighter colors and adjust the width of the markings.
The Whiteboard icon brings the whiteboard to the screen which you can use to
draw on a blank slate.

The Undo icon undoes the previous action you made.

The Redo icon redoes whatever action you've previously undone.

The Erase All icon erases all drawings from the screen.

EDE O o

Leave a session

Tap the Leave icon . in the top navigation to leave a session, then select the desired option.
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e End Meeting for Everyone — Ends the meeting completely and disconnects everyone from the
session.

e Leave Meeting — Allows the meeting to continue after you leave by making someone else an
organizer.

Join, Schedule, and Start Meetings via Android

The GoToMeeting app for Android allows you to schedule and start meetings directly from your Android
device! Attendees can also use the app to attend sessions from anywhere.

e £ T om12:35PM

v

f2  Monthly Update ) @ &

Join sessions from the app

1. Download the GoToMeeting app from the Google Play Store.
2. Join a session in any of the following ways:

e Tap the Join URL of the session (in your Email app, Message app, etc) to automatically
launch the app.

e Open the app, enter the session ID and tap the Arrow button.

e Open the app, find the desired upcoming session and tap it to join (if you have the app
connected to your calendar).

3. You will be automatically launched into session!

Log in as an organizer

You do not need to have a GoToMeeting account in order to attend sessions from the iOS app. However,
if you have organizer credentials you can also use the app to schedule and host sessions.

1. Select the Profile icon i in the toolbar.

2. Enter your GoToMeeting credentials (email address and password). If you do not have an account,
sign up for a free trial!

3. Selectthe Log In button.
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Schedule a meeting

1.

arwnN

First, log in to the app.

Log In

Foigot Your' Paztwoird?

GoToMeeting User Guide

Select the Profile icon @ in the toolbar, then select Schedule a Meeting.
On the "Schedule a Meeting" screen, fill out the session details (title, date, audio options, etc.).

Select Schedule when finished.

Once the session is successfully scheduled, you will be prompted to invite others.

= 5:26 PM

o

Mgnthiy Fh:pori

Date: May T, Z015 4
Start: ZODPM ,  Endt 700 P8

[_| Fecurring Meeting

Audio: VolP and Phone #

Edit phone numisers

© 2015 Citrix Systems. All rights reserved.

221



GoToMeeting User Guide

Start a scheduled meeting

1. First, loginto the app.

2. Select the Profile icon " in the toolbar. The Scheduled Meetings screen will then display all of
your future scheduled meetings.

3. Select the desired meeting. When prompted, select Start.

4. You will be immediately launched into session.

P T w526 PM

Start

Edit

Invite

Delete

Start an instant meeting

1. First, loginto the app.
2. Select the Profile icon ¥ in the toolbar.
3. Select Meet Now to launch your session, then invite others.
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i T w559 PM
o

Scheduled Meetings

Liz's Room

Recinmifg

Maonthly Report

Thii Rlay 7, 2015 0200 P FOT

Edit or delete a scheduled meeting

1. First, loginto the app.

2. Select the Profile icon @ in the toolbar. The Scheduled Meetings screen will then display all of
your future scheduled meetings.
3. Select the desired meeting. When prompted, select Edit or Delete.

Start

Edit

Invite

Delete
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Invite others before a session

1. First, loginto the app.

2. Select the Profile icon ‘@ in the toolbar. The Scheduled Meetings screen will then display all of
your future scheduled meetings.

3. Select the desired meeting. When prompted, select Invite.

4. The Send Invite pop-up will give you options for sending the invitation. Select the desired option to
launch the Drive, Email or Gmail apps with the session information pre-populated.

Drive Email Gmail

Invite others while in session

1. While in session, tap the Attendees icon in the toolbar.

2. Tap the Invite icon +* in the Attendees pane.

3. The Send Invite pop-up will give you options for sending the invitation. Select the desired option to
launch the Drive, Email or Gmail apps with the session information pre-populated.

£ T m12:37PM

@ 3

Attendees (5)

! Eric Baker

7 (L]

b James Moore

Kim Johnson

i Liz Davis

Crganite, Presostes

& Sue Miller

GoToMeeting App for Windows devices

The GoToMeeting app for Windows phone allows you join GoToMeeting or GoToWebinar sessions from
a Windows Phone free of charge. Organizers can also start, schedule and edit meetings directly from the

app.
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Schedule a meeting

1. Log in to your account from the GoToMeeting app for Windows phone. If you don't already have
the app installed, download the free GoToMeeting App for Windows phone and Windows RT/8.

2. Tap the Menu icon at the bottom of the screen.

3. Tap schedule.

4. Enter the information for your meeting and tap the Save icon.

) GoloMeeting
host recent joil
L s

SCHEDULE A MEETING

settings

help

scheduled

about
log out

schedule

© 2015 Citrix Systems. All rights reserved. 225



GoToMeeting User Guide

Edit a scheduled meeting
1. Log in to your account from the GoToMeeting app.
2. Tap Join the top of the screen. You will see all your upcoming meetings.
3. Tap the name of the meeting you would like to edit.

4. Tap edit the meeting.

5. You can then edit the name, date, time and audio options for the meeting.

6. Tap the Save icon to save your changes.

W

& GoloMeeting

start the meeting

edit the meeting

pin to start

invite people
Recurring...
642862198

Recurring New...

668-187-686

Another recurring

21-544-B62
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View and start scheduled meetings
1. Log in to your account from the GoToMeeting app.
2. Tap Join atthe top of the screen. You will see all your upcoming meetings.
3. To start a meeting, tap the name of the meeting you would like to start.
4. Tap Start the Meeting.
EXT- T N

) GoloMeeting
join host recent

Upcoming Meetings
Guarterly Earnings Report
E0G-956-573

530 P - G600 PM

Weekly Business Review
EG-956-373

Tamarrow; B:00 AR - 8:30 AR
Meet one ane one with Jeff
B0E-056-573

Tomarrow: B:30 AM - 900 AM

Sprint Planning: G2M for Windows RT ar
Phone
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Start a Meet Now
1. Log in to your account from the GoToMeeting app.
2. Tap Host at the top of the screen.

3. Tap the Meet now button. A new meeting will begin.

) GoloMeeting
host recent joi

settings

help
about
log out

schedule
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Invite others to join
1. Log in to your account from the GoToMeeting app.
2. Tap Join at the top of the screen. You will see all your upcoming meetings.
3. Tap the meeting you would like to invite people to.
4. Tap invite people.

5. You can then invite people to your meeting via text message, email or social media.

&8 GoloMeeting

start the meeting
edit the meeting L 5]
pin to start INVITE OTHERS

invite people

- Messaging
Recurring...
G42-B62-198 Email
Recurring New... Social Netwarks

658-167-686

Another recurring
719-544-882
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GoToMeeting App for Android Permissions

When you install the GoToMeeting app for Android on your device, the app will request permission to
access different features on your Android device to run properly. While some of the permissions may
sound scary, keep in mind that almost all apps require certain permissions to run features. Below is a
table of the features that the app is requesting permission to, with an explanation of why the
GoToMeeting app is requesting permission for this specific feature.

Ml B & & 5 ol @ 751 PM

App permissions

Pair with Bluetaoth devices

Phone calls
Directly call phone numbers, read phone status

Metwork communication

Full netwark access
Your personal information

Read calendar events plus confidential
inforrmatio

Hide

Audio Settings {

Change your audio settings

System tools

Metwork communication

View network connections

Affects Battery
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e B & kT G als D 750 PM

App permissions
GoToMeeting necds access 0!
Microphone
Bluetooth
Pair with Bluetooth devices

Phone calls

Metwaork communication

Your personal infarmation
lgad calendar events plus conf tia
[RaFite el

Hide

Audio Settings

1068 Y% I aLidm sefiimgs

System tools
Feature How GoToMeeting Uses this Information
The app will use your device's Phone app to dial in to the phone call (should you
Phone calls choose to do so) by tapping the switch to phone button in the app's audio tab.
Directly call cell phone The app also reads the state of phone calls to mute or disconnect from the

numbers, read phone status Session audio so that the meeting audio does not interrupt your phone call.
and identity

The app will pair with your Bluetooth device to connect to your audio via
Bluetooth Bluetooth.

Pairs with Bluetooth devices

The app will use your network communication to connect to the internet.
Network

communication
Full network access

The app reads your calender events to scan for upcoming meetings and display
Your personal them in the app, enabling you to join with a single touch. This information is used
information solely to make joining a session easier and quicker.

Read calendar events plus
confidential information

) The app will use your microphone to share your voice with others in the meeting.
Microphone

Records audio
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The app uses information in your audio settings to provide you with optimal audio

Audio Settings by switching to different audio settings and controlling your audio devices.

Change your audio settings

The app uses your system tools to connect to your audio via Bluetooth devices.
System Tools

Send sticky broadcast

The app uses your network communication information to see whether you're

Network connected to the internet and to handle network disconnections.

communication

View network connections

The app will keep your screen from locking when you are viewing a presenter's

Affects Battery screen.

Prevent phone from sleeping
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Use Windows Session Features

The free GoToMeeting app for Windows phone allows you to interact with others during a meeting, either
by inviting attendees, promoting attendees or chatting with other attendees while in session.

Invite others during a meeting
1. On a Windows phone, tap the expand menu icon.
2. Tap invite people.

3. Select one of the following: Messaging, Email or Social Networks to invite someone through one
of those mediums.

‘Waiting to view presenter’s screen
MEETING ID
Q5-843-T26
AUDIO L 5]
Us.l.- your mic and speakers [ValF) or call in INVITE OTHERS
using your telephaone.
Dial: : +1 (213) 289-0012 /
Access Code: : 345-843-726
Audio Fin: : 32 hiessaging

Email

Social Metworks

© 2015 Citrix Systems. All rights reserved. 233



GoToMeeting User Guide

Chat with others during a session
1. To chat with someone in session, tap the attendees icon on the bottom toolbar.
2. Tap the name of the person you would like to chat with.

3. Tap chat.

Mute

chat

[smiss

1. Tap the attendee icon in the bottom toolbar.

Make someone a presenter

2. Tap the name of the attendee you would like to become presenter.

3. Tap Switch Presenter.
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Make someone an organizer
1. Tap the attendee icon in the bottom toolbar.
2. Tap the name of the attendee you would like to promote to organizer.

3. Tap Promote to Organizer.

Share content (Windows 8.1 and Windows RT users only)

When you start a session as an organizer or are promoted to presenter, you will see a Share
Content screen where you can share content during a meeting. You will have the option to share
content from the web or share content from the whiteboard.

1'5 Et
&

-
m
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Share content from Cloud or Tablet
1. On the Share Content screen, tap Share from Cloud or Tablet.

2. You can then select content from another app on your device, such as Sharefile, DropBox and
OneDrive. You can also present content from email attachments.

@mm u POF File
- e s e b

Share content from the web
1. Click Share from the Web on the Share Content screen.

2. Enter a URL into the browser to have attendees see web content.

cimjx :
Sharefile

SAIRKE R Yy misls B S, dashbedns and oty I Sl documails aeiiasossly s Wiy good ® Laam

s
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Share content from the whiteboard
1. Click Share from the Whiteboard on the Share Content screen.

2. Use the available drawing tools to draw content that your attendees can see.

® 6 O
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Mobile Feature Comparison

The GoToMeeting mobile apps offer different features depending on the device's operating system. Use
the chart below to see what is available on each app for iOS, Android and Windows devices.

Features i0S Android Windows RT Windows Phone

Join a meeting v v v v

Schedule and start v v v v

meetings

View shared screen v v v v

Invite others v v v v

Promote others to v v v v

organizer (iPad only)

Promote others to N ¥ v v

presenter (iPad only)

Chat with attendees v v v v

View webcams v v X v
(iPad only)

Share webcams v } ¢ X X
(iPad only)

Share content v X v X
(iPad only)

Use drawing tools v X X X
(iPad only)

Raise your hand v v v J

Answer polls v v v v

Leave a session v v v v
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Switch Devices While In Session

If you are running iOS 8 and have the GoToMeeting app for iOS installed, you can seamlessly transition
your attendance in a meeting from an iOS device to a Mac OS X 10.10 (Yosemite) computer or a different
iOS device (e.g. switch seamlessly from an iPhone to a computer or an iPad).

In order to switch from an iOS to another iOS device or to a Mac computer, Continuity must be enabled.
To enable Continuity, please refer to the Continuity support article from Apple.

Switch from an iOS device to a Mac computer

1. While attending a meeting on your iOS device, your computer will detect the meeting from your iOS
device if both devices are in the same room.

2. A Safari icon with a mobile phone badge will be displayed on the left side of the main dock. Click on
this icon and the desktop version of GoToMeeting will launch and the computer will join the meeting.

Switch from an iOS device to a different iOS device
1. The second iOS device (e.g. iPhone or iPad) will detect your meeting from the first iOS device.

2. If the second device is locked, swipe up on the GoToMeeting icon on the locked screen. The
GoToMeeting app will launch and you will automatically join the meeting

If the second iOS device is unlocked, double tap the Home button and swipe left until you reach a
page with the meeting information. Tap the meeting information to launch the meeting.
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FAQs

Roles FAQs

Review frequently asked questions on roles in GoToMeeting FAQs.

What is an organizer?

An organizer has a GoToMeeting account and schedules, starts, manages and ends a session. An
organizer can also designate other attendees to be organizers. Once a session starts, the scheduling
organizer is the default presenter and may either begin presenting or pass the presenter controls to
another organizer.

What is a presenter?

A presenter is the person who is presenting their screen to the audience. The GoToMeeting organizer is
always designated as the initial presenter. The presenter role can then be passed to another organizer 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 the ability to control their keyboard and mouse.

What is an attendee?

An attendee is any person who attends a session, including organizers and presenters. By default,
attendees can view the presenter's screen. An attendee may remotely control the presenter's computer
screen if given the privilege. An attendee may optionally chat with other attendees, use Drawing Tools or
view the Attendee List.

How many people can speak on the call at once?

When using integrated audio conferencing, up to 25 attendees can be unmuted and speak on the call at
any one time.

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?

Internet 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
Dual core 2.4GHz CPU or faster with at least 2 GB of RAM

Internet Explorer® 7.0 or later, Mozilla® Firefox® 3.0 or later, Google Chrome 5.0 or later or
Safari® 3.0 or later
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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, participants can stop and share video streams at any time. Organizers can also disable an
attendee's video stream so that another participant 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 GoToMeeting Preferences. 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 iPhone or iPod Touch. If you're on anAndroid or an iPad 2 or newer,
you can share and view webcams in meetings. In a webinar, you can only view webcams from an iPad.

Can | view webcams if | join an HDFaces session from an Android or iOS device?

e If you are joining an HDFaces session from an Android, you will be able to view webcams.
However, you will not be able to share your own.

e If you are joining an HDFaces session from an iPhone or iPod touch, you will not be able to view
webcams. However, if you are joining from an iPad you will be able to view webcams.

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 you previously selected the Hide Webcams from the Webcams drop-down menu, select Show
Webcams. Only staff members can show their webcams.
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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.

What should 1 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).

Security FAQs

Review frequently asked security questions.

How secure is GoToMeeting?

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 GoToMeeting 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 | 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.
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GoToMeetingApp for Android FAQs

Review frequently asked questions on GoToMeeting App for Androids.

Can | use the app to join GoToMeeting and GoToWebinar sessions?

If you're running Android 4.0 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 GoToMeetingapp?

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 4.0 or higher (the minimum system requirement
needed to install the GoToMeeting app).

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 4.0 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 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.
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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 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.

|

Recurring Daily Standup

Q

Recurring Tech Growp Meeting

Sales Department Meeting

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

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.
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Can I chat from the 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.

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 VolP 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.
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GoToMeeting App for IOS FAQs

Review frequently asked questions on GoToMeeting App for iOS.

What are the system requirements for using the GoToMeetingapp for iOS?

Please see System Requirements for details.

Are there any additional fees for using the GoToMeetingapp?

Nope, the app is free, and there's no charge for attending GoToMeeting, GoToWebinar or GoToTraining
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 iOS?

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 tﬁ)ing
one of those options from the Tap to Share Content screen. Presenters must first tap the Play icon in

the toolbar for attendees to see shared content. The Screen Sharing icon E will turn green when content
is being shared.
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Tap to Share Content

Share from the Cloud

Share from thé Browser

Share a Whiteboard

Can Il 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.
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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 I 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:

e 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 or training, 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
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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 iOS attendees?

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.

Why can't | connect toGoToMeeting 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 natification 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 GoToMeetingapp support?

e iPad, iPhone or iPod Touch's built-in mic and speakers (VolP)

e iPad, iPhone or iPod Touch's built-in mic along with external headphones connected via the 3.5-
mm stereo headphone jack

e Headset connected via the 3.5-mm stereo headphone jack

e 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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GoToMeeting App for Windows Phone FAQs

Review frequently asked questions on the GoToMeeting app for Windows Phone.

What can | do with the GoToMeeting app for Windows phone?
As an attendee, you can do the following:

¢ Attend online meetings and webinars free of charge

¢ Join meetings in seconds by entering the Meeting ID and your name in the app
¢ Chat with others in meetings

¢ Raise your hand, participate in polls and question and answer in webinars

¢ View the presenter’s screen

e Connect to audio through VolP

¢ Dial in by phone

As an organizer, you can do the following:

e Start and end scheduled meetings

¢ Schedule meetings

¢ Start a Meet Now session

e Invite others

¢ Give presenter controls to attendees
¢ View the Attendee List

What Windows devices are supported by this app?

The GoToMeeting app will work on any phone, tablet or desktop running Windows 8. See additional
FAQs for the GoToMeeting app for Windows tablet.

Can anyone use the app?

Yes, anyone can download the app and join a meeting. In order to host a meeting, users will need to have
an active GoToMeeting account or free trial. For those that want to host meetings but don't have an
account, there will be a free trial link in the app description.

How do | join a meeting from a Windows phone?

If you know the 9-digit Meeting ID, you can join the meeting by simply opening the GoToMeeting app and
entering the Meeting ID and your name. If you don't have the GoToMeeting app yet, you can install it for
free from the Windows store.
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How do | start a meeting from a Windows phone?

You can start a meeting by opening the GoToMeeting app, going to the Host screen, entering your email
address and password and tapping Log In. You can then either select a scheduled meeting or tap Meet
Now to start an impromptu meeting.
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Are there any limitations to using the GoToMeeting app?

Yes, it is not possible to view or share webcams from a Windows Phone 8.

What are the system requirements for using the GoToMeeting app for Windows
phone?

¢ Windows Phone 8

Are there any additional fees for using the GoToMeeting app?

You can download the GoToMeeting app and join unlimited sessions for free; however, you will be
responsible for any data charges that may occur if the phone is not connected to WiFi. In addition, you
must sign up for a free trial or paid subscription plan in order to host meetings from the app.

Can I join GoToTraining and GoToWebinar sessions from the GoToMeeting app?

You can join GoToWebinar sessions, but you cannot currently join GoToTraining sessions.

Can | connect to audio from the GoToMeeting app?

Yes. You will be automatically connected to VVolP over the tablet's WiFi connection, or you can switch to
either 3G or 4G connection. You will also have the option to dial in to a conference by going to the
Settings screen before a session and tapping Phone in the Audio section, or tapping the Phone icon in
the bottom toolbar while in session.

Why does my Windows desktop sometimes launch the GoToMeeting desktop
application instead of the GoToMeeting app?

If you launch GoToMeeting from a web browser on a computer using an x86 or x64 processor, it will
automatically launch the desktop application. In order to launch the GoToMeeting app for Windows,
select the app icon on your desktop.

GoToMeeting App for Windows 8 and Windows RT FAQs

Review frequently asked questions on the GoToMeeting app for Windows 8 and Windows RT.

What is the GoToMeeting app for Windows 8 and Windows RT?

The GoToMeeting app for Windows 8 and Windows RT can be downloaded to your Windows 8 desktop
and Windows RT tablet from the Apps for Windows store. Windows 8 users can join meetings from either
the app or desktop version.
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What can | do with the GoToMeeting app for Windows 8 and Windows RT?

e Attend online meetings free of charge

e Join meetings in seconds by entering the Meeting ID and your name in the app

e Schedule meetings

e Start scheduled or impromptu meetings

e View the attendee list and chat with others

e Pass presenter role

e View the presenter's screen

e Connect to audio through VolP

How do | join a meeting with the GoToMeeting app for Windows 8 and Windows
RT?

If you know the 9-digit Meeting ID, you can join the meeting by simply opening the GoToMeeting app and
entering the Meeting ID and your name. If you don't have the GoToMeeting app yet, you can install it for
free from the Windows Store.

(i) Gololvieeting

Mzeting 10

Are there any limitations to using the app?

e Presenting, Screen Sharing and Keyboard and Mouse Control
¢ Viewing and sharing webcams
e Dialing in by phone

What are the system requirements for using the GoToMeeting app for Windows 8
and Windows RT?

Organizers must be using GoToMeeting v5.0, build 799 or higher for attendees to join sessions on the
app. Any user with Windows 8 or Windows RT running on x86, x64 or ARM processors will be able to use
the GoToMeeting app. Windows 8 tablets and all-in-one devices, such as the Surface Windows 8 Pro, are
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not officially supported on the GoToMeeting desktop application, but if the GoToMeeting app for Windows
8 and Windows RT is installed, you can enter the 9-digit Meeting ID and your name on the app to join a
meeting from the mobile app.

For more information, see the complete GoToMeeting System Requirements.

Are there any additional fees for using the GoToMeeting app?

Nope, the app is free, and there's no charge for attending GoToMeeting sessions. But you may be
responsible for any data charges that may be incurred.

Can | join GoToTraining and GoToWebinar sessions from the GoToMeeting app?

You cannot currently join training sessions from the GoToMeeting app. You are able to join any webinar
or meeting hosted by a GoToMeeting organizer using GoToMeeting v5.0, build 799 or higher.

Can | host a GoToMeeting session from the GoToMeeting app for Windows 8 and
Windows RT?

Yes, you can host a GoToMeeting session by opening the app, tapping View your meetings on the
Enter Meeting ID screen and entering your email and password. On the My Meetings screen, you will see

a list of your scheduled meetings which you can tap to start, or you can tap Meet Now to start an
impromptu meeting.
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Can | connect to audio from the GoToMeeting app?

If the organizer provides mic and speakers (VolP), you will automatically connect to mic and speakers
over your device’s Internet connection (WiFi) once you join. The audio quality on your device depends on
the quality and bandwidth available on the WiFi network that you're connected to. For best results, you
should make sure you have nothing else running that might use up bandwidth. WiFi connection is highly
recommended.
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Can | join password-protected meetings from the app?

No, you cannot currently join password-protected meetings from the GoToMeeting app for Windows 8
and Windows RT.

Are webcams supported? I'm prompted to use my webcam but | don’t see them at
all.

Although you may be prompted to use your webcam, GoToMeeting does not currently support webcams
for Windows 8 or Windows RT. Therefore, you will not be able to see others' webcams or show your own.

If | have the GoToMeeting app for Windows 8 and Windows RT, as well as the
GoToMeeting desktop application on my desktop, what happens when | click the
Join URL?

If you have the GoToMeeting app for Windows 8 and Windows RT, as well as the GoToMeeting desktop
application installed on your Windows 8 desktop, clicking the Join URL will automatically launch the
GoToMeeting desktop application.

New Version of GoToMeeting FAQs

Review frequently asked questions on the new version of GoToMeeting

What does the new version of GoToMeeting offer?

e Multi-language support: Switch to English, French, German, Italian, Spanish or Chinese, and
even set your default language.

e Choose a preferred telephone number: Set a preferred telephone number that your attendees
see first in invites and meetings.

e More scheduling options: Schedule, edit and delete meetings from the My Meetings page, as
well as from the GoToMeeting for iOS and Android apps.

e Unified log-in experience: Log in to your account to easily manage and access your Citrix
products from the My Account page.

What else is different?
You'll probably notice some improved features on the new version of GoToMeeting.

e Even higher reliability and performance: Use the new best-of-breed platform to collaborate in
real-time all across the globe.

¢ New look and feel: Scheduling meetings and running reports never looked better with our new
and improved website. It's sleeker and easier to navigate.

Will I lose anything?

Nope, the new version of GoToMeeting is very robust and offers an even better experience. And don't
worry about losing your previously scheduled meetings, meeting history or reports — all your data will be
moved over to the new system after you upgrade.
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How do | transition to the new version?

You've probably received an email with instructions that tell you how you'll be upgraded. The next time
you log in, the new version will automatically download.

Do | need to download anything?

Yes, the next time you log in, you'll automatically upgrade to the new version of GoToMeeting.

Will my pricing stay the same?
Yes, your plan and pricing will stay the same, but please note the following:

e GoToMeeting charges will now appear on your credit card or bank statement as "GoToCitrix.com".

o If your billing address location mandates sales tax on subscription-based software (SaaS), data
archiving or telecom services, we may be required to collect state and/or local sales taxes by law.
For more information, see Domestic Sales Tax.
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Plugins and Integrations

Try GoToMeeting Free

GoToMeeting Free is a video-chat tool that allows you to connect with co-workers or
friends online quickly and easily! Ideal for small teams and quick sync-ups, GoToMeeting
Free uses many of the same features as the full version of GoToMeeting (which is
designed for larger teams and businesses). Get started with a meeting right away — no
need to sign up

If any of the following apply to your team, then GoToMeeting Free might be right for you!

Your meetings are typically only 2-3 people.

You need a simple and quick solution to chat and share webcams online.

You are on a budget.

You don't need the more robust tools included in the full version of GoToMeeting (like session
recording and annotation tools).
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Features and tools
You can do the following using GoToMeeting Free:

Start an unlimited number of meetings.
Invite up to 2 attendees per meeting.
Share your audio and webcam.

Share your screen.

Chat with attendees.
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e Share documents (PDF, Word, Excel or PowerPoint) with attendees.
e Schedule meetings by reserving and sharing Join URLSs.

Advanced features: You do not need to sign up for a GoToMeeting Free account in order to start and
join meetings. However, signing up will allow you to access some additional features of GoToMeeting
Free (e.g., claiming a room, scheduling a meeting). Sign up to access the following features:

Claim personalized meeting rooms.

Lock rooms to control who joins.

Have your name on your video tile and in the chat window.
Add your own avatar to appear on your account.

GoToMeeting Free for Google Calendar
You can also schedule and start meetings for GoToMeeting Free in Google Calendar.

Evenl detads

Whare

) GoToMeeting free .Ea:ﬂ

Check out:

Install the GoToMeeting Google Calendar extension.
Schedule a meeting in Google Calendar.

Modify a meeting in Google Calendar.

Start a scheduled meeting.

Start a meeting

1. Open a web browser and go to http://free.gotomeeting.com.

2. Click the Start a Meeting button.

Meetings with up to 3 people - Free - No signup

START A MEETING
e ——

3. The new meeting will automatically launch in the browser window.
4. When prompted, enable the use of your speakers and webcam as follows:

e Firefox — Click Share Selected Devices in the drop-down message.
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5. Once you are in session, a floating toolbar will appear at the top of your screen. This provides you

with easy access to Mute and Webcam icons, even when the browser window isn't at the forefront of
your screen.

e

Invite attendees (2 max)

1. Click the Add People icon 4. at the bottom of the page.

2. A pop-up window will display the Join URL for the meeting. You can share the link with attendees in
any of the following ways:

¢ Click the Copy Link button to copy the URL to your clipboard and share it as desired.
¢ Click the Share via email link to launch a new email with the Join URL automatically included.

¢ Click the Invite with Facebook link to launch a new Facebook message with the Join
URL automatically included.

Invite people to your meeting

hilps:ig2m mefseven-goll-aleven COPY LINK

& Sharewiaemail [ invite wilh Facebook

3. Up to 2 attendees can join the meeting (i.e., 3 participants, including you).

e If the room is locked, then you will be prompted to approve or deny their joining.
o If the room is unlocked, then they will be launched into session immediately.

When attendees join, they will be assigned a random nickname (e.g., "Charming Star", "Rugged
Diamond") that will be displayed in the webcam and chat box.
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Note: Attendees can have their own name appear in the webcam box and chat box if they sign in to GoToMeeting Free.

Share your audio and webcam
When you join a session, your audio and webcam are automatically shared.
To unshare them, you can do the following:

e Click the Mute icon # so that a "Muted" message appears across the shared webcam.
e Click the Webcam icon M4 so that the shared webcam goes black with an icon 71 across it.

MUTED

Vit

Click the icons again to un-mute your audio or re-share your webcam.

Chat with attendees

Use the Chat bar in the lower-right of the bottom navigation to instant message with attendees. Simply

enter your message in the next field and press Enter on your keyboard to send your chat.

B 4th Otr
r E — ': sir .I:
- John Doe
N T

- #'-‘ -I | '!' Hi, 1hanks for joming!
- i
h -1 EH % Charming Star
Ho problem!

Lt EZ :+ e

Share your screen
1. Start a meeting.
2. Click the Share Content icon B in the bottom navigation.

3. Click the Share Screen button.

Note: You must first enable the extension by clicking Enable Extension button then clicking Allow or Add.

4. Share your screen or applications as follows:

e Chrome — In the pop-up window, select an application or screen to share with attendees. Click

Share when finished.
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Share your screen - GaToMeeting Free Sharing

GoeTebbeeting Free Sharing would like to shire the centert of your soreen with Tree.gotemestang.com.
Choose what you'd Bie to share.

; = ———| r— =
- -
.48 - l

Screen 2 GeTebdetting Free - Google ...

1

Share Cancel

¢ Firefox — In the browser drop-down message, select Entire Screen > Share Screen button. It is
not possible to share only an application window using Firefox.

| GoToMerting Free - Mectl. x\+

& kEE & free gotomeeting.com ' zlabame-twelve-vegan € |8, search ﬁ e ¥+ #® | =

‘Wesld you like 19 thate your screen with
| I- free.gotomeeting. com?

Screen to shade

Entite scrpen -
All vk wahidgows 00 yoar goresh wll b theded.

|ﬂur¢5:lmi‘

5. The Share Content icon will turn green (E) when your screen is being shared, and you will see
the following message on your desktop (not visible to attendees) notifying your that the GoToMeeting
Free extension is sharing your screen with others.

l | GeTeMeetng Free Sharng is sthanng yeur sereen with free.gatemesting.com. m Hide

‘@ GoTeMesting Free X
i You have started sharing your soreem.
E
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Share a document on your screen

If desired, you can share the image of a PDF, Word, Excel or PowerPoint file with attendees. Rather than
sending the file to attendees for download, this feature temporarily displays the file on the shared screen
in the web browser.

1. Click the Share Content icon ™ in the lower navigation.
2. Upload a compatible file in either of the following ways:

e Under "Share a document”, click Choose File. Select the desired file in the File Upload window
and click Open when finished.

e Drag and drop the desired file into the "Share a document"” box in the browser.

Share a document

Drag and drop files hers

_

Supported: PDF, Word, Excel & PowerPoint

Or choose a file on your computer:

3. The file will be automatically uploaded and displayed on the screen for you and your attendees. For
multi-page documents, you can use the Arrow icons in the top navigation to move between pages.

4. To stop sharing the file, click the Share Content icon EA again.

Note: The file is not saved to the meeting; if you would like to share it again, you will need to complete the above steps again.
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Claim a meeting room

If desired, you can claim your own meeting room with a personalized URL. This allows attendees to
always join the same meeting without you having to send out new invitations each time.

Note: You can only claim 1 room per account.
1. Click the Claim room link in the top-left corner.
2. If you haven't yet done so, sign in to GoToMeeting Free.
3. Use the text field to specify the URL you would like to use as a Join Link for your meeting.

4. Click the Claim Room button when finished.

Choose a name for your room

Claim yaur own private meeling room and get a personal URL

free.gotomeeting.com! | john-doe

CLAIM THIS ROOM

5. To start a meeting with the claimed room, simply go to the new Join URL. Alternatively, you can
sign in and click Enter Your Room on the home page.

People are already here. ) f—l

ENTER YOUR ROOM

' Y
L SCHEDULE A MEETING )
Y
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Use locked rooms

If you want to control who joins your claimed room, you can lock it (i.e., make it private). When the room is
locked, attendees are presented with a waiting screen until you arrive. When a room is unlocked,
attendees will automatically join without your being prompted to approve them.

1. Enter your claimed room.
2. Click the Lock icon 4 in the top navigation so that the icon changes (ﬂ).

3. When prompted, click Lock Your Room.

4. Attendees who attempt to join the room will see a waiting screen informing them that they must wait
to be approved to join.

John's room

Wave Lo the camera!l

Thich roam is ekad. Pul on your Dest sanile and people in the rocen wil ke you in

5. You will be prompted to allow or deny entrance to each attendee by using the € and ®icons
displayed along with the attendee's shared webcam.

L@} & John's room John Dos G
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Schedule a meeting
1. Sign in to GoToMeeting Free.

2. Click the Schedule a Meeting button on the home page.

No one's in your room.
r"\:l'-

ENTER YOUR ROOM

3. Click the Copy Invitation button to copy the Join URL of a new meeting to your clipboard. Share
the link with your attendees, and then use it yourself when you want to start the meeting.

Schedule a meeting

Copy this invitation, and paste it into
your calendar appointment:

Flease join my meeting:
https:fig2om.mesrull
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Leave feedback for GoToMeeting Free
You can leave feedback in either of the following ways.

¢ When you leave your first meeting, you will be prompted to rate how likely you would be to
recommend GoToMeeting Free to a friend or colleague on a scale of 1 - 10.

Would you recommend GoToMeeting Free?
How likely are you to recommend us to friends or colleagues?
01 2 3 4 5 6 7 8 9 10
Do oo oo oo o6 o0 o s

Please tell us more about your posiide of negatiée exXpenence

Mo thanks SUBMIT FEEDBACK

D

¢ In the lower toolbar, click the Settings icon ¥ and then Feedback to access the Feedback form,
where you can report an issue or provide feedback.

Please leave us your feedback

Thanks for trying GoToleeting Free! We are working on adding new features
and Improving existing ones to ensure you love using L. Your feedback is
invaluablet

Describe the issue or request

What do you think of the video and audio quality?

Your e-mail *
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Sign up for a GoToMeeting Free account

You do not need to sign up for a GoToMeeting Free account in order to start and join meetings. However,
signing up will allow you to access some additional features of GoToMeeting Free (e.g., claiming a room,
scheduling a meeting).

1. Go to https://free.gotomeeting.com.

2. Click the Start a Meeting button.

3. Click the Sign in link in the top navigation.

4. You can click Sign in with Facebook or Sign in with Google to continue.

5. When prompted, log in with your Facebook or Google credentials in order to connect your account.

x

Let other people know who you are

Sign in and have your name appear in the chal and on your
; videa, We use Facebook or Google 1o sign up, bul we won'l

post anyihing on your behall,

f SIGHN IN WITH FACEBOOK 3‘* SIGH IN WITH GOQGLE

System requirements
The following are required in order to use GoToMeeting Free:

Operating System
* P 9>y Windows

Mac
Linux

e Browser _
Google Chrome (latest version here)

Mozilla Firefox (latest version here)

e Hardware Webcam
Mic/speakers (preferably with a headset)

Note: GoToMeeting Free for Androids using Chrome browsers is still considered a “work in progress”, so feel free to try it but please
forgive us for any bugs. We suggest using headphones to improve the audio experience. Chrome on iOS is not yet supported.
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Integrate GoToMeeting with Microsoft Outlook

GoToMeeting User Guide

The GoToMeeting Outlook Toolbar gives organizers on Windows computers with Microsoft Office 2002 or
later quick and easy access to GoToMeeting's features within Outlook.

Add the GoToMeeting Toolbar (Windows only)

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

2. On the Integrations tab, select "Use GoToMeeting with" and then "Microsoft Outlook”, as well as
any other applications you would like integrated with GoToMeeting.

3. Click OK.You may need to close and restart any programs you selected for the GoToMeeting

Toolbar to appear.

@ Preferences - GoToMesting

ot S

Category

StartUp
General
Meetings
Vi'ehingrs

Connection
Audio
Webcam

Recording

Integratans

GoToMeeting ntegrations
o | Lise GoToMeeting with
@ Miresaft® Outlbok®

My default email apphcabon

| Show GoToMeeting Toobar in Microsoft® Office

o |
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Use GoToMeeting with Outlook (Windows only)

1. Once you've added the GoToMeeting Toolbar from Preferences, open Microsoft Outlook.

2. Depending on which version of Outlook you have, you may be able to access the GoToMeeting
Toolbar from the Outlook ribbon, or you may need to first select Add-Ins from the Outlook ribbon to
see the GoToMeeting menu items. If you don't see the GoToMeeting Toolbar Add-In, enable Add-Ins
in Outlook.

3. Whenever you'd like to host or join a session, simply use one of the following options to do so from
within Outlook:

e Host a Meeting

¢ Join a Meeting

e My Meetings

o Meet Now

¢ Schedule Meeting

i

R 5
Home Send / Receive Folder View Add-Ins
() Schedule a GoToMeating @ GoToMeeting = @4 Meet Now (& Schedule Meeting
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Enable Add-Ins in Outlook 2010

1. Open Outlook 2010.

2. Select the File menu > Help. In the "Tools for Working with Office" section, select Options.

3. In the Outlook Options window, select Add-Ins from the left navigation.

4. In the Inactive Application Add-ins section, select GoToMeeting Outlook COM Addin > Go.

a Yera and manage Microeoll Oflce Add-m

LY RIS 0
Lacn dcid-ea opmers Bey | i Do

L]

B -

4 Toala bar Warking With Dffice Aciore At A i
Loty ot PO Uphrer ey (RS bt
L e e L
| 1 m Langangs [R——
. C irtmamen s mapie e .l i A
| ey i vl Eloro® Estbamgn Sddm
il klerree® Dud s Sormd Cororsedor
ey P v i i b )
‘ s 1 Lt [ g DLk PR ]
e L e [ T ———
-l =
|

Dprara Aapeamer. hiwg iy
Windeen Hunh bms ndne

Ll Galokdrriiong Cadlunk [OR dddr
St CHris Ovilirs

5 oty and P
s Er e Fir ey

Leirbun

o s T L P R PP
0 (T o AL Bk g 0
1 ol e T Bre i m f B eden ot e (4.0
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Dnarplery Gafoklerreg Cullesk (68 dedn

‘pﬂﬂ'

yprags :nhlmmzl- .

[e= ]

T

0 g
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5. In the COM Add-Ins window, select the "GoToMeeting Outlook COM Addin" check box, and then

click OK.
COM Add-Ins L
PTE—
¥ et POPMakes Office COM Addin . [E l
o Busress Cornectiity Servicoes Add-in l Cancel J
%Em.w i —
| s

o McAfee E-mal Soen Add-n
| | ¥ Merosoft Exchange Add-n
| | Mcrosoft Ouiook Social Connecior
+ Microsoft SharePont Server Colleague Import Add-m

Locaben: C: Program Files (n86) Ciirts \GoT oM v {5815 TMOusiaoka i, o
Load Sehawior: Load at Starkup

Enable Add-Ins in Outlook 2007

1. Open Outlook 2007.

2. Select the Tools menu > Trust Center.
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3. In the Trust Center window, click Add-Ins.
5. From the Manage drop-down menu, select GoToMeeting Outlook COM Addin > Go.

6. In the COM Add-Ins section, select the "GoToMeeting Outlook COM Addin" check box, and click
OK.

Enable Add-Ins in Outlook 2003
1. Open Outlook 2003.
2. Select the Help menu > About Microsoft Office Outlook.
3. Select the Disabled Items button.

4. Choose the GoToMeeting Outlook COM Add-in, and click Enable.

Download the GoToMeeting Outlook Plugin

The GoToMeeting Outlook plug-in allows you to schedule and manage GoToMeeting sessions directly
from your Outlook calendar.

Download the GoToMeeting Outlook Plugin
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Install the GoToMeeting Outlook Plugin
System Requirements

o Windows XP or newer (not available for Mac computers)
e Outlook 2010 or newer

Download the Outlook plugin

1. Close Microsoft Outlook.
2. Click the link above to initiate the download.

e For Outlook 2010, click Yes on the download prompt. The plugin will be automatically installed on
your Outlook Calendar.

e For Outlook 2013, click Install on the Customization Installer pop-up to install the Outlook plugin.
Click Close once the installer is finished.

3. You may need to restart Outlook in order to see the changes.

IMPORTANT: To ensure your audio preferences are used for your meetings, click Set Default Audio Options. For instance, if
you specify toll or tollfree conference numbers, these will be picked up and used by the plugin.

Micrazaft Office Customazation nitaller

2

Installing Office oustomization

Pleage wait &t this could take sevenal irutes. ﬁ

Mame:

httpsfibuilds.citinonlinecd nucom/bullds/calendarintegrationfoutloalk G2 M/ GoTo

F
s MestingOubleakCalendarPlugen.ito

Dowinloading customization files—. (1.31 of 2.73 MB)
——

Uninstall the Plugin

The process for uninstalling the plugin from a computer varies depending on the computer's operating
system. See your operating system's user manual for more information.

Example (Windows 7): Go to Windows Start © > control Panel > Programs and Features. Right-click
GoToMeetinOutlook Calendar Plug-in and select Uninstall > Yes.
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@-k;}v iz ¢ Control Pareel ¥ A&l Cordrcl Paned ems Programs and Festures - .i, || fearch Progroms and Features pul

Fle Edt View Teol Help i

arcl Panel He -
seared Pund Hesrs Uninstall er change a program
o [
Woew installed updates To uninstall a program, select it from the lat and then cick Uninstall, Chenge, or Repa.

Y Turs Wisdowd [£35UEE &0 & |
G Ceganise = Unangtall =+ 6B
Inatall 2 program from the T
et Heme Publisher Installed Om =

#GcToﬁss:n Expert 220978 Citrix Grfine 1271272014
@GtTﬂJdmﬁg 6472031 CireOankee 127287004
= GeTeleeting Cutleck Calendar Fh Car= Qrling 1G04
B GoTettpC Meiecriall |Systems, Inc. WA -
: v
. '1' v Onling Product version: 23560
| | Help Bnic hitpe/fiwppotcitrmmnine comymeetingsll_RenGEMOI00LS
2 =

Install the GoToMeeting Outlook Plugin in Silent Mode for Admins

The silent installation enables an administrative install of the Outlook plugin as a company-standard
application. The process allows an IT admin to obtain a Trusted Publisher certificate for the plugin and
deploy that to user devices, and then to create an installation package that will automatically install the
plugin on user devices. The certificate must be renewed on an annual basis.

Once the plug-in is installed on a user's account, it updates automatically. Each time Outlook is restarted,
the plug-in checks for updates, and if they are available, makes the updates automatically without user
notification.

System Requirements

Windows XP or newer

Outlook 2010 and Outlook 2013 (must be set up to use Exchange as the mail system)

Access to the Internet

Visual Studio (VSTO) Installer is installed on user machines. (MicroSoft Office typically installs this
as part of the Click-Once installer. To download it, go to the VSTO Installer. If the link fails, search
for: ‘download visual studio 2010 tools for office runtime’.)
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Register for Certificate Access

To obtain the currently valid Trusted Publisher certificate, the admin must first request access to the Citrix
Certificate Store. The certificates are valid for one year. Registering for access ensures you receive an
email alert from Citrix when a new certificate is available. This enables you to update certificates on user

devices before they expire.

IMPORTANT: If certificates expire on user devices, errors are generated and the users' lose their ability
to use the plugin to schedule and launch meetings until a valid certificate is in place.

1. Go to Podio: https://podio.com/webforms/8544012/635668 and complete the registration form. Click
Submit.

Register to CenMcate Workspace
WP T TE U 0 TBUSET D SECETE § el our e Sagring Certhcale

sonapsce Thers pos g rolficsbens § Cils ORine changs Bl Lapnng oreheste
[T
O GBI L AR

et naln Wiy [E-es iy

EEEE

Suimmie

2. You will receive an email confirmation that will permit you to proceed to the next step.
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Get Currently Valid Certificate

Once you have registered for access to the Citrix Certificate Store, or when a new certificate is available,
you will receive an email directing you to the Citrix Certificate Store where you can download the latest
certificate. You can then use your company-standard delivery tools or scripts to deploy the certificate to
user devices.

NOTE: If there is more than one certificate that is currently valid, download both. A conflict between
plugin versions and certificates can exist in some cases. Downloading both certificates eliminates that
possibility.

1. Click the button in the email you received to access the Podio space, Citrix Signing Certificate
(https://podio.com/citrix/citrixsigningcertificate).

= Citralageingloth sn B Podio T

TEmEy | =
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2. In the Podio space, choose Public Certificates.

e All Puslier ¥ oar % m Actsrs B +
T Coriificats typs Ualld i
2014 Code Signng Carficais i Chal i 2 ol S ETST0 - (LB90HE

Add & deacipbon of P aon

Tutai 1

k] el gt 1

-

3. In the list of public certificates - there will be no more than two - check the Valid dates. Click on the
latest certificate. The certificate download page displays.

= CansSugangCetficats 3 Podio
e T Tl Modify Template  Actions - Citrix SigningCertificate » & PublicCertii i L L 4 g £ Shar x
* Title 2014 Code Signing Cartificats
* Certificate type Citrix Online Code Signing Cendficate
“ Walid 1.9 March 209 — g Mary 2015
Files

CitrixOnline cer

Choose a fike

Tags

Tasks

4. Select the CitrixOnline.cer file. The file downloads to your local drive automatically.
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Disable Notifications in Podio as Needed

Because this Podio space is only needed to provide you access to the latest certificate, and Citrix will
email you directly when a new certificate is available, you may want to disable Podio notifications. To do
this:

1. Open Podio and click on your profile menu in the upper right corner.

F
j David Petry

My profile
Account Sattings
Billmng

Create another anganization

Batch jobs

My shared apps

) Sign out

2. Click Account Settings, and choose Email & Notifications.

3. Uncheck all notifications, and choose Save.
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ng the file or files to local machine stores and then adding

them to the Trusted Publishers store for both the machine and the current machine user. Most
IT departments have tools that accomplish these steps. The deployment of the certificate(s) is
described here as a separate step, but you could also incorporate it into the silent install described in

the next section.

To test this, or if you are scripting this install

, you could use a script with syntax something like the

following (the script will pick up all certificates in the directory):

@Certutil -addstore -enterprise -f "TrustedPublisher™ "CitrixOnline*_cer"

If you want to step through these processes

manually to test them or for a problem machine, see

Install the Trusted Publisher Certificate Manually.

Configuring the Silent Mode Installation Package

The silent mode installation of the GoToMeeting Outlook Plugin can be accomplished using your standard
IT deployment tools. Citrix provides an installation package that includes sample scripts and the Plugin

installer that you can use or modify as needed.

The scripts provided, and their functions, are:

File

Description

ImportCertificate.cmd

Copies the certificate to the local machine and
adds it to the Trusted Publishers store for the
machine and current user.

Test_SilentPlugininstallation.cmd

Sample install of the GoToMeeting Outlook
Plugin.

TestandInstall_G2MOutlookPlugin.cmd

Sample boot script to check for the plugin, and if
it is absent, to install it. Also disables existing,
older version of the plugin.

TestandInstall_G2MOutlookPlugin.psl

The sample boot script in Windows PowerShell
format.

CitrixOnline.cer

The certificate. Must be acquired from the Citrix

Podio site.

1. If you haven't already, obtain the CitrixOnline.cer certificate.

2. Download the Citrix install package. The contents of the package are:

e ImportCertificate.cmd - this picks up a qualified certificate files in the directory location

e Readme.txt
e Test_SilentPlugininstallation.cmd

¢ TestandInstall_G2MOutlookPlugin.cmd

¢ TestandInstall_G2MOutlookPlugin.ps1

3. Create the install model that works for your environments. The full install should accomplish the

following:

e Execute ImportCertificate.cmd as administrator to copy and install the certificate(s).
¢ Optionally check local machines on boot for the presence of the plugin using the equivalent of

TestandInstall_G2MOutlookPlugin

.cmd.
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e Install the plugin in silent mode as in Test_SilentPlugininstallation.cmd, or
TestandlInstall_G2MOutlookPlugin.cmd.
¢ Disable any older plugins.

If you are using a boot script on local machines, the syntax would be something like:

"C:\Program Files (x86)\Common Files\microsoft
shared\VSTO\10.0\VSTOInstaller.exe" /Zinstall
https://builds.citrixonlinecdn.com/builds/calendarintegration/
outlook/G2M/GoToMeetingOutlookCalendarPlugin.vsto /silent

This completes the silent mode installation instructions. If you have difficulties, questions, or
comments, please either comment on this page, or contact developer-support@citrixonline.com.

The remaining sections of this article provide manual steps for the certificate deployment process.

Install the Trusted Publisher Certificate Manually

If there is a problem installing the Trusted Publisher certificate, or if the install is to be performed
locally on a user device, you can complete installation manually.

1. Locate the Citrix Signing Certificate, CitrixOnline.cer, and double-click on the file to check the
expiration date. The certificate is valid for roughly one year. Note the date of expiration and set a

reminder to download a new silent install package with a new certificate a month or so prior to the
expiration of your current certificate.

Certificate
General | Detais | Certfication Path |

ﬁ Certificate Information

This certificate is intended for the following purpose(s):

* Ensures software came from software publsher
= Protects software from alteration after publication
2. 16.840. 1, 1]3]"33."..?.23.3

*Refer to the certification authority’s statement for details,

Issued to:  Citrix Orfing

Issued by: VeriSign Class 3 Code Signing 2010 CA

‘ valid from 3/ 18/ 2014 to 5/ 8/ 2015

[install Certificate... | | Issuer Statement

Learn more about certficates

aK
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2. If the certificate is valid, click Install Certificate. Choose Next to continue.

Welcome to the Certificate Import
Wizard

This vazard helps you copy certificates, certificate rust
3 : bsts, and certificate revocation ists from your disk to a
- certficate store,

A certificate, which &5 issued by a ceritficatbon authorty, s
a confirmation of your idendity and contains information
used to protect data or to establish secure network
connections. A certificate store is the system area where
certficates are kept.

To continue, dick MNext.

< Back |_ M}J; Cancel |

3. In the Certificate Store window, choose Place all certificates, and click Browse. In the Select
certificate store dialog, select Trusted Publishers and click OK, then click Next.

T 1

Certificate Import Wizard &=

Certificate Store
Certificate stores ane system areas where certificates ane kept.

Windows can automatically select 2 certficate store, or you can speafy & location for
the cerificate.

~ Aartomatically select the certificate store based on the type of cerificate
t QMHHMBHHMWM,

Certificate store: \

Learn more about cerificats stores
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4. In the Completing the Certificate Import window, make sure the Certificate Store Selected by
User is selected, and choose Finish.

" Cutificats Imiport Wicand =5
Completing the Certificate Import
Wizard

The certificate will be mported after you dick Fnsh.

You have speuﬁadﬂ're folowing settings:

Trusted Publshers

Content Certificate

[ <gock |[ Fomn | | concel |

5. After a few moments, you should see an "Import was successful" dialog box. Choose OK to end
the install process.

Certificate Irmpeast Wizard |

'ﬂ The impart was successful.
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Use MicroSoft Management Console to Install Certificate
1. In your computer's Start menu, type mmc in Search programs and files and press Enter.
2. If you are asked for permission to proceed choose Yes. The management console opens.
3. Open File | Add/Remove Snap-in.
4. In the Add/Remove Snap-in box, select Certificates and then click Add.
5. Click Computer Account, and then click Next.

6. Click the Local computer (the computer this console is running on) option, and then click
Finish.

7. Repeat steps 4 and 5, this time choosing My User Account.

8. Click Close, and then click OK. If you are asked to Save the console settings, choose Yes.

Schedule a Meeting with the Outlook Plug-in

The GoToMeeting Outlook plug-in allows you to schedule and manage GoToMeeting sessions directly
from your Outlook calendar.If you then update or reschedule the appointment on your calendar, the
associated meeting will be rescheduled as well.

IMPORTANT: If you wish to use the GoToMeeting Outlook plug-in, it is highly recommended that you
only schedule, update and/or cancel meetings in Outlook. This is because while all changes you make in
the plug-in are automatically reflected in the web portal, changes made in the web portal are not
duplicated in the Outlook plug-in. In addition, any rescheduling for meetings while in Outlook offline mode
will not appear in the GoToMeeting admin site.

Notes: The Outlook Plug-in automatically uses your default audio settings when scheduling meetings. See Download the
GoToMeeting Outlook Plugin for single machine and admin silent mode installation instructions.

Schedule a meeting via Outlook
1. Create a new meeting or appointment.

2. On the Meeting tab in the Ribbon, click Add Meeting. If prompted, sign in with your GoToMeeting
credentials.

. =" = Untitbed - Meeting F=nhe ﬁ\
a @

KEgeting ImvEeIE Framat Text Riwiguy

x 2 _::'I.-'.mm:nrr.-.ml EE :3: o o . &5 B, Reply
by = Stheduling Avtisksnt = 8 ot N —% B, Faswaid
Delete 1 Lywic Add vl Optione age Rephy
! .

Meeiing IrgMakion @d™ s " H
540 15 131 Taom Disable

3. Session information for a new meeting (including join links and dial-in numbers) will be
automatically populated in the body of the email.

4. Use the Outlook fields to specify the subject, date and start/end times.

5. Invite attendees by adding their email addresses in the To field. Click Invite Attendees in the
ribbon if the To field is not displayed.

6. Click Send when finished.
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---FoToMeeting invitation begns---
1. Please join my meeting.

https:ffwany. gotomee ting.comyfjoin /816111813
X Use your micraphong and speakers [ValP) - a headiet is recommended. Or, call in using your telephone.

Canada: +1 (647) 4597-5353

-

ﬂ See more shout Lauras W -

Edit a meeting via Outlook

You can easily update any sessions that you originally scheduled via the Outlook plug-in.

Note: If a meeting was scheduled via the web app or desktop application, updating it in your Outlook calendar will not automatically
update it in the GoToMeeting web app.

1. Open the desired appointment on your Outlook calendar.
2. Update the date, time, subject and/or attendees as desired.

3. Click Send Update when finished.

Remove a meeting from an Outlook appointment

If needed, you can remove the session information from an appointment without canceling the

appointment altogether. This will keep the appointment on your calendar (and those of your attendees),
but it will remove the meeting from the GoToMeeting system.

1. Open the desired appointment on your Outlook calendar.
2. In the Ribbon, click Remove Meeting.

3. Click Send Update when finished.

mME ™+ 7 Untithed - Metting BT

File.

Migeting 1111414 Fearnat Text Rewidw [=] ﬂ
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I
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Configure a Proxy for the GoToMeeting Outlook Plug-in

The GoToMeeting Outlook plug-in supports proxies via Internet Explorer or the Control Panel. Currently,
the following are supported:

e Proxy without login
¢ Proxy with login via User Name/Password

You can configure your proxy by following the below steps:
1. Open your Windows menu and click Control Panel.

E Microseft Outlook 2010 * | m
@ Mozilla Firefox ' i

5~ MadCap Flare VD *

@ Microsoft Word 2010 ¥

ml Lync 2013

& Remote Desktop Connection N
=l Getting Started 3 Downloads
T Sticky Motes *

3 Calculator Computer
B Connect toa Projector

% Snipping Tool Control Panel

Devices and Printers

Default Programs

Help and Support

kAl Programs

| search programs and fites L NN
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2. Click the drop-down menu and select Network and Internet.

e e

GoToMeeting User Guide

L) 3+ [ContiolPanei]=] &1 v P e+
D e T S
B Appesnincs and Pencrafzsion

Adust yaur compiter] S CHCK [anuage and Regin

& EasechArcem

5} stk avd Shaing Canter

L Tesirar sad Start Bdera
i Wirdown Diferder

B Metiicton foea loem

[ Troubleshasting
W el Fromal

¥ ot St -E- - == g durablay

B EitLoker Dviwe Encraphid B e SErint B Creoenid Marege
B Defusht Pozgrams B, Use dccount 8 Drvice Mmager
B Decply B Toce of Lirrecs Lereer B Fush Papes (T-24d)
ik Fevvn 5§ Gettng Saaed ol HansGooug

I el GRAS Drroer E_'-hllmtl}pun-l |l (B2-brd|

= Location and Tiher Sergors [ Lumerson Agens Comingd Fard W 1wl @b

B Poformunce Iforaticn and Tech
B Program ard leatue
5 R obelap ped Desinep Conpsibions

|5 Fhene andModem 4 Power Dptines
f- Feiirety ﬂ Fimgean arad Lingusge
B Sounditak dudicESE {} Sposch Raczgeison gz Canbar

B, user dccounis
B Windees Updne

- |‘;-| | F:.:'l.l' Cantrol Fann! B

Wi b Seeallicoms =

i Bachup and Aectar
= Dere sad Time

#2 Devize ame Prinkers
IE Foide Dgiiars

i ety Opliar
= Krford

JF Mae

B Peicnafestion

O Greick Pime (13- bit)
& Soand

B Syntem

R wendons Canfipace

3. Click Internet Options.
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4. Under the Connections tab, click LAN Settings.

r !

& Internet Properties @

| General | Security | Privacy | Content| Connections | programs | Advanced |

Q To set up an Internet connection, dick

Setup,

Dial-up and Virtual Private Metwork settings

Remove..,

Chonse Settings if you need to configure a proxy Settings
server for a connection.

(@) Mever dial a connection
Dial whenaver a network connection is not present

Always dial my default copnection

“\Erent Bome et dE:'.E“.-”
Local Area Metwork (LAN) settings

LAM Settings do not apply to digl-up connections,

Choose Settings abave for dialup s=ttings,

oK || Cancadl || apoly
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5. Under Proxy server, enter your proxy address and port to activate the proxy and hit OK.

i

-

& Local Area Network (LAN) Settings ==

Automatic configuration

Automatic configuration may override manual settings. To ensure the
use of manual settings, disable automatic configuration.

Automatically detect settings

|:| Ise automatic configuration script

Address

Proxy server

Use a proxy server for your LAM (These settings will not apply to
dial-up or VPN connections).

Address: | 10.60.12.57 Port: 80

["| Bypass proxy server for local addreszes

[ oK ][ Cancel ]

—

6. The next time you open your Outlook and click the Add Meeting button, enter your log-in information to

use the proxy. Be sure to check the “Remember my credentials” check box so you will not have to enter
your information again. Then click OK.

' B’
Windows Security et

GoToMeeting for Outlook
[ Proxy Authentication [for 10.60.12.57] Required |

T y
| £ |L|‘:I:' namec |
| | Password

[ Remember my credentials

ok || conca
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Install the GoToMeeting Extension for Google Calendar

The GoToMeeting Extension for Google Calendar supports both GoToMeeting and GoToMeeting Free.
The extension allows you to schedule and update meetings directly from your Google calendar in a
browser or on a mobile device. You can email meeting invitations and updates directly to attendees. To
see documentation on scheduling meetings, see Schedule a meeting with the GoToMeeting Google
Calendar Extension. This article covers:

Note: If you have already installed earlier versions of the extension, it is updated automatically to use the latest version of the
extension when you relaunch your browser.

System Requirements

Windows XP or newer
Mac OS® X 10.7 or newer
Google account

Chrome or Firefox browser

Install GoToMeeting Google Calendar extension for Chrome

1. Go to the GoToMeeting Google Calendar extension in the Chrome Store.

2. Click the +Free button next to “GoToMeeting Extension for Google Calendar"

3. In the Confirm New Extension dialog, click Add.

Confim New Extension - =
Add “GoToMeeting for Google
Calencar? e
0 wiw
cw
AOOP YTUT dete DN B OETECnEne.Com,
= palagrstmEninecom, ans
vew google.cam
iy £ v ACOES yEU EHES b BTG ko
i CoToMechy st E==c
1 da]
CVEIEW DETAILS
.
- = Easily schadule GoTaMesting
wmissians difectly fram pou Googls
== Iy Ly gl

Calenidar.

RELATED
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4. The extension is installed automatically and ready to use. To double-check, go to Chrome Tools |
Extensions and make sure it is listed and checked as Enabled.

:%: GaToMeeting for Google Calencdar 4 o Enabled 8

Detpds  Ophoai

L[ gacrgiemcihedemhopdoefachejoch

[nppact views:  background page

Aliorer in incognito

Install GoToMeeting Google Calendar extension for Firefox
1.Go to the Mozilla Add-Ons store. Search for GoToMeeting.

i | O eation = mozilla v
 ADD-ON o
EXTRG0NS | THERES | COLLECTIONS | s
Filter Results Search Results for "GoToMeeting”
Vatrgory Rl | A s S rRp—
I A
Wiarks wirh @ GoToMeeting Extenaion for Google Calendar EZIEEE
Frefan 1.0

* GoToMesting Free Screen Shanng D008

3 mutching romits

2. Click the Add to Firefox button on the GoToMeeting Extension for Google Calendar. (The button
appears when you move a cursor over the location.)

3. Choose Install Now at the trusted author warning.

Install add-ons only from authors whom you trust.

Al

Falicicus aoftwars can damage your compesbe: or viokste yoeor privacy.

Fiau harve adked b5 isdtall B Nelbewiseg Bein:

oTaMeeting for Dooqgle Calendas  futbor nod veiiag)
hbtps ! pddomsmozile pepfirefoo dosn o e PRS0 iqoto mesting edenpion_fio

Irtall Bow Canc

The extension is ready for use!
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Update or remove your Google Calendar extension

Once you have installed the GoToMeeting Google Calendar extension, you can quickly access the latest
version of the extension to update it, or access your extension management page to modify your settings
for the extension.

Update the GoToMeeting Google Calendar Extension

1. Open Google Calendar in your browser. Right-click on the GoToMeeting icon ** to open the
extension menu.

2. Select GoToMeeting for Google Calendar. You are taken to the Extensions page with the current
GoToMeeting extension displayed. If your installed extension is current, the button read Added to
Chrome. If it is not current, click Free to install the latest version.

E! ":...'i\.. Ankik . ]

@ - GoToMeeting for Google Calendar

i £ [ T
COVERNIEW DETAILS REWEEWS RELATED B+ 5
- El ~ Easily schedule GoToMeeting

sesgians diractly fram pour Goophs
Calenitar,

Manage the GoToMeeting Google Calendar Extension

The extension manager lets you enable or disable an extension, delete it, place it in incognito mode, and
view the extension permissions.

1. Open Google Calendar in your browser. Right-click on the GoToMeeting icon *i* to open the
extension menu.

2. Select Manage. You are taken to your Extensions page.

GaToMeeting for Google Calencdar | Ensbied B8

D gasrgiemcjihedemhopdoefachcjoch

[ngpact vidas o pagi

Aliorer in incognito

3. You can do the following:

e Update the extension -- This enables the latest version, and disables the prior version. Click the
Update Extensions Now button at the top of the page.

e Allow in incognito -- This permits the extension to show up in incognito browser sessions.
Incognito sessions do not allow the browser to save a record of what you visit and download.

¢ Visit the extension website -- This takes you to the Extensions page with the current
GoToMeeting extension displayed.
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eDisable the extension -- This leaves the extension installed, but removes it from Google

Calendar.

e Delete the extension -- Click the Trash can icon ﬁ This removes the extension from your

environment entirely.

e Review permissions -- View the read and write permissions the extension requires, and any

other permissions used.

Current Permissions

GoTobeeting for Google Calendar -
labs

[t can:

+ Read and modify your data en
aphcitnzonlingcom and x-.-.-.-.-.-.n;scgll.-;um

+ Read your browisg history

Clase

Remove a Meeting from Google Calendar

For meetings in Google Calendar with GoToMeeting or GoToMeetingFree events included, you can

delete the meeting by either deleting the entire event, or by removing the GoToMeeting session from the

event. In either case, the change automatically updates your GoToMeeting account.

1. In Google Calendar, you can click on the event in calendar view, and then click Delete. This deletes

the event and scheduled GoToMeeting session.

2. Double click the event in calendar view to open the meeting you want to edit, or click once and

select Edit event. Your meeting data displays.

3. Click the trash can icon to remove the meeting from the event.

Event details

Where  https./fwenw gotomeeting. comjoin' T 16964389

() GoToMeeting MERe:

4. Click Save for the Google Calendar event. This retains the event without the meeting.
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Schedule a Meeting in Google Calendar

The GoToMeeting Extension for Google Calendar supports both GoToMeetingand GoToMeeting Free.
The extension lets you start and schedule meetings directly from your Google calendar. You can then
email meeting invitations directly to your contacts. See Install the GoToMeeting Extension for Google
Calendar to install the extension.

1. In your calendar, click the desired time slot and select Create an event.

When: Fri, February 6, 7:30pm — 8 30pm X

What: Market Wrap-up|
&.0., Breakfast ot Tilfany's

Calendar.  Citrix ¥

Create event | Edit event »

T30p-—B30p

2. The event is added to calendar. Click the title of the event to open it.

3. The GoToMeeting extension displays under Event details. If you are not logged in, you will see the
GoToMeeting Free extension:

Event details

Where

() GoToMeeting free - Add
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Click Add to add a scheduled GoToMeeting Free meeting to the event. GoToMeeting Free is limited
to two additional attendees. Skip below to view the invitation and scheduled event.

4. Click Sign in to GoToMeeting PRO to add the event using your account. Enter your GoToMeeting
account user name and password and click Login.

24T Suppo

GoloMeeting

Ussrnams *

Passwand *

About UsF Temms of Sersce ¥ Povacy Palicy & mm | online

5. If this is the first time you have logged in through Google Calendar, the extension requests access
to your GoToMeeting profile. Click Allow.

| Citrew fia T Demlaer Centen

24T Support F

GoTolMeeting

Application Detsils
GoToMeating for Google Calendar Lake

Agp GoTolleeting for Geogle Colondar Labs, 19 egueastng pcceas oy profis
dals dwed patryiicans com Cick Allow 15 geant pocags

About UsE Terms of Serace Pracy Poley S dTllx online

6. Click Add to add the event using your GoToMeeting account:

Event details Find a time

Where Eniera location

() GoToMeeting [ 5| o

qn Qut
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7. Once you have added the event in either GoToMeeting or GoToMeeting Free, the detailed invitation
text displays in the Description box that will be included in emails to invitees.

The audio settings for the meeting defaults to those set in your account in the Citrix portal. See Modify
audio settings to change these in your GoToMeeting account from right inside your Google Calendar
event.

o

Event details

Where  hitps v gotomeeting comdjoin' 136531645

i @ &

(2 GoToMeeting
Video call  Add video call
Calendar | Citrix v
Created by  dipetry@gmail. com

Descripion 4 plaase jain my meating.
https-/fwwwd gotomesting comjoin/ 136531645

2. Use your microphone and speakers (VolP) - a headset is recommended. Or, call in
using your telephone

United States (loll-free) 1 588 640 T162
United States: +1 (213) 493-0015

Access Code: 136-531-G45
Audio PIN: Shown after joining the mesting

Mesting ID: 136-531-645

8. Click Save to save the event. If you have invitees identified in the event, the Send invitations? query
displays. Click Send to send the invites.

Send invitations? X

Would you like to send invitations to guests?

| Send | | Dont send

Modify a Meeting in Google Calendar

In addition to standard changes (guests, locations, times, etc.) on the Google Calendar, you can also
modify the GoToMeeting audio settings for the event.

If you are logged into GoToMeeting, any changes you make and complete by clicking Save are reflected
in your GoToMeeting account, and can be viewed in your online portal.
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GoToMeeting Free

If you are editing a GoToMeeting Free event, the changes are limited to the schedule and guests. You

cannot update audio settings.

Modify a meeting

1. In your calendar, double click the meeting you want to edit, or click once and select Edit event.

Your meeting data displays.

%
2. Click the edit icon E}‘? to modify the audio settings for this event. Basic data about the scheduled

event displays. Modify the audio settings for the call as needed:

¢ \/oIP — Your participants can use microphone and speakers to connect to audio through their

computer.

eLong 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 — If OpenVoice Integrated is activated on your account, 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.
eUse my own conference call service — This option is currently disabled.

Meeting informaticon

se my own conference call service

b}

L
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3. Choose Save to save changes for the current meeting. A success message displays. If you are
logged into GoToMeeting, the changes are updated in the GoToMeeting portal.

Event detalls Fimd a tim

Where  hittps:/fwenw. gotomeeting. com/join/ 136531645

[=D
)
it

() GaToMeeting |l

+ Meeting updatec

4. You will be prompted to send updates to attendees. Click Send update to send the invitation
updates or click Don’t Send if you do not wish to send an updated event to guests.

Send update? "

Would you like to send updates to existing guests?

[Send ] | Don't send J

Modify Default Audio Settings from Google Calendar

The audio settings for meetings created in Google Calendar default to those set in your account in the
Citrix portal. You can adjust these defaults from the Google Calendar extension.

IMPORTANT: Modified account settings affect all new meetings, whether they are scheduled in Google
Calendar, from your desktop or mobile phone, or elsewhere. Any existing meetings retain the audio
settings they were most recently created or updated with. To update audio settings for an existing
meeting, see Update a meeting.

1. In your calendar, double click the meeting you want to edit, or click once and select Edit event.
Your meeting data displays.

Event details Find a ti

Where  https./fwenw gotomeeting. comjoin' T 16964389

() GoToMeeting
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2. To review or modify the audio settings for your GoToMeeting account, click the gear icon {} . The
default GoToMeeting audio settings displays. The Toll-free numbers option displays only if you have
OpenVoice integrated added to your GoToMeeting account.

GoToMeeting settings
Audio
(® Use built-in audio
' WolP [ra quires mMICropnone and speakers
«  Long distance numbers for: |

W  Toll-free

¢ numbers ({Cpenvoice integrated) for; |

() Use my own conference call service

3. Make your changes and click Save. A success message displays. The change takes place in your
GoToMeeting account immediately.

Event details Find a time

Where  hitpsfesin golemesting comifoln/7 16964389

&) GoToMeeting iy & &
david 't-'-"'_.':_= CitriX com

qn QUL

+ Audio settings updated

M=gBox_ SuccessSettingsUpdate
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Troubleshooting

General GoToMeeting Troubleshooting FAQs

Review frequently asked GoToMeeting troubleshooting questions.

| never received my GoToMeeting invitation email. What should | do?

It's possible that your email server blocked the invitation email. If you're in a corporate environment and
don't have the ability to check email in a spam folder, check with your administrator to see if the invitation
can be resent.

Where can | view my scheduled meetings?

See View Scheduled Meetings for information on where to find My Meetings.

| forgot my password. What should | do?

Go to the Forgot Your Password? page, and enter the email address you use to log in to your account.
Once you click Continue, an email will be sent to you where you can click a link to create a new
password.

How long will my past meetings appear in my Meeting History?

Past meetings will appear in your meeting history for 90 days after a meeting's scheduled end time. If
you're on a GoToMeeting corporate plan, you can view meeting history up to 12 months after a meeting's
scheduled end date.

What happens when | stop showing my screen? What do my attendees see?

When you click the Stop button, Screen Sharing will be turned off, and you will no longer show your
screen to attendees. Instead, your attendees will see the Waiting Room until you resume Screen Sharing.
If you're on a GoToMeeting corporate plan, you can customize the Waiting Room and display a logo to
attendees.

How do | share one application and nothing else?

A presenter can share a single application by right-clicking the screen-sharing icon on the Control Panel
and then selecting the application to share from the list of applications presented. The application-sharing
feature is only available to presenters using Windows computers.

If I'm the organizer, how do | take back Keyboard and Mouse Control?

As a security feature, you can regain control of your computer by simply moving your mouse. The change
of control happens almost instantaneously. At any time, you can revoke an attendee's shared control of
your mouse and keyboard if you want to prevent him or her from regaining control.
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Are there any files or folders left on an attendee's computer after the session
ends?

Some downloaded files do remain after a meeting so that attendees can join future meetings more quickly
(without having to download all the files again). The Citrix Online Launcher app may be installed on
attendees' computers, which also includes an optional browser plugin that lets them join faster. These
files are inactive, will not consume system resources, do not compromise security and perform no
functions until the attendee joins another meeting and the files are engaged by a new Meeting ID. If
desired, an attendee may uninstall all GoToMeeting files using the Add/Remove Programs feature in the
Windows control panel.

If the option to save chat logs is enabled, attendees will see their chat history stored by default in the My
Documents folder. They may also see GoToMeeting log files stored in %temp%\CitrixLogs\gotomeeting
on Windows computers and ~/Library/Logs/com.citrixonline.GoToMeeting/ on Macs.

Why would | make someone else an organizer in my meeting?

If you created a meeting and needed to leave, but wanted your attendees to continue the discussion, you
would want to make someone else the organizer. The meeting would proceed without you and without
interruption.

Is there a charge for using GoToMeeting's integrated audio?

GoToMeeting is packaged with both VolP and a telephone conferencing at no extra cost. You may decide
to use one or both of these services or choose another method of connecting to audio during meetings.
Our phone conference service provides a toll-based phone number that meeting participants can dial.
Participants are then charged their standard long-distance rate for calling a toll-based number, just as if
they made a regular long-distance call. There is no additional charge for the conferencing feature. If
attendees wish to avoid incurring long-distance charges, then they can join the meeting with VolP. Please
see Integrated Toll-Free Audio for information on how to provide your attendees a toll-free option.

How do | save chat sessions from my meetings?

Under the File menu, select Save Chat Log. Or, if you are using a Windows computer, open
Preferences > General, and select the "Chat Logs" check box to automatically save logs to that
computer after each meeting.

Is video streaming supported in GoToMeeting?

While we do not yet support streaming video, our GoToMeeting technology is fast enough to keep up with
screen changes on the desktop, so it appears as if it is streaming video.

Because more data is being sent to all meeting attendees, bandwidth usage will increase for all meeting
participants. The amount will depend on the resolution and length of the video.

Also, certain versions of Windows Media Player with Microsoft DirectX (an advanced suite of multimedia
application programming interfaces, or APIs, built into Microsoft Windows operating systems) will not
display the video.

To enable video display for your meetings, you need to disable Hardware Overlay for your player. Please
see your media player's help section for instructions on disabling Hardware Overlay.
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Can | change a meeting in Outlook without going into GoToMeeting to change the
time manually?

No, once you generate the invitations and calendar event, you must change the meeting time in
GoToMeeting if you want to reschedule the meeting.
What happens if | have two monitors?

You can choose to either display one or both of the monitors. However, your two-monitor display may
cause problems of resolution and visibility for your attendees if you display both monitors simultaneously.

GoToMeeting Essentials FAQs

What is GoToMeeting Essentials?

GoToMeeting Essentials is a lighter version of GoToMeeting that allows up to 5 attendees and 1
organizer to join your meeting.

What is the difference between GoToMeeting Essentials and other GoToMeeting
plans?

GoToMeeting Essentials supports all GoToMeeting features except for the ability to record a meeting.
The regular GoToMeeting plan allows up to 25 attendees per session and also allows you to add multiple
organizers to your account.

GoToMeeting Essentials  |GoToMeeting
Attendee Limit 5 25
HDFaces Video Conferencing N N
Screen Sharing N
Phone and VolP Conferencing N
Recording X

Can | switch from a GoToMeeting Essentials plan to a GoToMeeting 25 plan?

Yes, you can easily switch from a GoToMeeting Essentials plan to a GoToMeeting 25 plan by going to
the My Account page and clicking Change Plan. However, you can not switch back to a GoToMeeting
Essentials account since GoToMeeting Essentials is not offered as a subscription option (it is only
available to existing GoToMeeting Essentials users).
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