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Getting Started

Welcome

GoToMeeting was designed to make it easier for everyone to organize and participate in online
meetings, so you can do more and travel less.

GoToMeeting users can collaborate on documents, deliver presentations, perform product
demonstrations and securely share confidential information from anywhere, at any time.
GoToMeeting’s rapid download, quick meeting setup and intuitive user interface has meeting
organizers and attendees up and running in a matter of seconds.

GoToMeeting incorporates industry-standard security features and end-to-end SSL encryption

to ensure that login information and meeting data are secure. This high level of security allows
GoToMeeting users to confidently present and collaborate on any data. Users can rest assured
that information such as sales forecasts, financial data and M&A contracts will not be viewable
to anyone except meeting participants.

GoToMeeting’s All You Can Meet® pricing model provides easy-to-understand billing that helps
you effectively budget and manage online meeting costs with no unexpected overage charges
or additional fees. Meet as often and as long as you want for one low flat fee.

To further increase your savings, GoToMeeting now offers an extended choice of integrated
audio conferencing services for your online meetings at no additional cost. With the
GoToMeeting Total Audio Service, you can choose between phone conferencing and Voice over
Internet Protocol (VolP) or allow both options.

Meet Meet | @\'
Anytime  Anywhere |

Meet
One-to-One

Meet
with Many

Meet Get More
Securely Done
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Using This Guide

Guide Structure

This guide is divided into nine sections:

Getting Started — This section provides information on system requirements, useful
terms and a product feature summary.

Install GoToMeeting — The section covers information on creating an organizer
account, installing GoToMeeting, managing your GoToMeeting Preferences, and
GoToMeeting integration.

Organize Meetings — This section is for GoToMeeting organizers and covers how to
schedule, view, edit and cancel meetings.

Start Meetings — This section covers the multiple ways an organizer can begin a
meeting.

Presenter Controls — This section is for GoToMeeting presenters and covers features
available during a meeting like attendee management, audio, chat and drawing tools.

Record Meetings — This section covers how to record, play back and distribute
meetings.

Attend Meetings — This section is for any GoToMeeting attendee and covers how to
join a meeting and how to use attendee features.

GoToMeeting Total Audio Service — This section covers phone conferencing, VolIP,
hardware setup recommendations and audio best practices.

The GoToMeeting Web Site - This section is for GoToMeeting organizers and covers
how to access and use the GoToMeeting Organizer Web site.

Individual and Corporate Users

This user guide addresses both individual GoToMeeting users and GoToMeeting Corporate
users. While most features apply to both audiences, some content relates to just one audience.
To help you identify when something is just for one specific audience, this guide will clearly
note the audience for any user-specific content.

Feature Notes

Individual GoToMeeting organizers may invite up to 15 meeting attendees, for a total of
16 people in each meeting.

GoToMeeting Corporate organizers may invite up to 25 meeting attendees, for a total of
26 people in each meeting.

Mac Users

@]'—J

GoToMeeting users can host and attend meetings on both PCs and Mac® computers.
Significant differences in how GoToMeeting works on the Mac platform are highlighted
with this icon.

© 2009 Citrix Online, LLC. All rights reserved. 6
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System Requirements
For PC-based Organizers and Attendees
e Required: Windows® 2000, XP, 2003 Server or Vista

e Required: Internet Explorer® 6.0 or newer, or Mozilla® Firefox® 2.0 or newer
(JavaScript™ and Java™ enabled)

¢ Internet Connection Required: Cable modem, DSL, or better recommended

¢ Recommended: Minimum of Pentium® class 1GHz CPU with 512 MB of RAM (2 GB of
RAM for Windows Vista)

For Mac-based Organizers and Attendees
e Required: Mac OS® X 10.4 (Tiger®) or newer
e Required: Safari™ 3.0 or newer, Firefox 2.0 or newer; (JavaScript and Java enabled)
¢ Internet Connection Required: Cable modem, DSL, or better recommended
e Required: PowerPC G4/G5 or Intel processor, 512 MB of RAM or better recommended

To Use VoIP
e Required: Fast Internet connection (384 kbps or more recommended)
e Required: Microphone and speakers (USB headset recommended)

For Meeting Recording
¢ Required: Windows Media® Player Version 9.0 or newer
e Required: Minimum Super VGA (800x600) or better
e Required: Fast Internet connection(384 kbps or more recommended)
e Required: Sound card
e Required: Telephone attachment device (If not using Total Audio)
¢ Recommended: 1.0 GB of hard disk space
¢ Recommended: 1024 x 768 or higher screen resolution

e Recommended: Minimum Pentium 800 MHz with 1.0GB of RAM for transcoding to
Windows Media Player file format

N Recording a meeting is only available using a PC.

For Instant-Messaging Integration

e GoToMeeting integrates with the most widely used instant-messaging applications
including: Yahoo!® Messenger™, Windows Live™ Messenger, Skype™ Chat, Microsoft®
Communicator, Google Talk™

Note: Instant-Messaging Integration options are only available for use by PC-based GoToMeeting organizers.
For Microsoft® Office® Integration
e Microsoft Office 2002 or later

For Outlook® Integration
e Microsoft Outlook 2000 or later

For Lotus Notes® Integration
¢ IBM® Lotus Notes Version 6.5 or later

© 2009 Citrix Online, LLC. All rights reserved. 7
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Terms

Organizer — An organizer has a GoToMeeting account that enables them to schedule
and host meetings. The organizer can also grant and revoke attendee privileges like
passing the presenter role, giving keyboard and mouse, inviting attendees and dismiss
others.

Attendee — An attendee is any person who attends a meeting — 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.

Presenter — A presenter is any attendee who is giving a presentation and shares his or
her computer screen with all the attendees. The initial presenter is also the initial
meeting organizer. The presenter also determines who gets to control the keyboard and
mouse of the remotely viewed screen.

GoToMeeting Web Site — The Web site located at www.gotomeeting.com is used by
organizers to manage their accounts and host meetings and by attendees to join
meetings.

GoToMeeting System Tray Icon — The system tray icon is used by PC users to access
organizer features of GoToMeeting and to provide status of GoToMeeting service. To
access organizer features, right-click the system tray icon and select the desired
feature.

Icon | Description

GoToMeeting is in Session — A meeting is in progress.

a}a GoToMeeting is Starting/Stopping — The application is starting up or shutting down.
When this icon is showing, the user will not have any menu options.

GoToMeeting is Connecting — The application is attempting to establish a connection
EB with the server. This icon is animated to look like it is “filling up”. While connecting,
the user has a very limited set of menu options (Help, About, Exit).

SB GoToMeeting is Ready — A connection has been made, and the application is ready to
be used. The user has all menu options available.

% GoToMeeting is Offline — A connection has been made, but there is some temporary
network difficulty. The user will still have all menu options available.

% GoToMeeting is Not Connected — A connection could not be established. The user has

a very limited set of menu options (Help, About, Exit).

GoToMeeting Suite Icon — The GoToMeeting Suite icon is used by Mac users to
access organizer features. To access organizer features, double-click the GoToMeeting
Suite icon on your desktop.

© 2009 Citrix Online, LLC. All rights reserved. 8
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e Account Password — An account password is what organizers use to log in to the
GoToMeeting Web site. It must contain at least eight characters and include both letters
and numbers.

¢ Meeting Password — A meeting password is an optional value chosen by the meeting
organizer that is used to help authenticate attendees. Requiring and specifying a
meeting password provides enhanced privacy guarantees for the meeting by ensuring
that only attendees that know the meeting password may join the meeting. The
meeting password is never transmitted to Citrix Online in any form. The meeting
password may be any alphanumeric string of one character or more the organizer would
like such as: “7891,” “Happy Birthday,” “Citrix123,” etc. Picking a meeting password
that is difficult to guess helps to maximize security.

e Viewer — The Viewer is the window displayed on the attendees’ computers in which the
presenter’s PC desktop or shared application appears. The Viewer Window has its own
title and menu bars.

e Presenter’s PC Image — The presenter’s PC image is the picture of the presenter’s PC
desktop or shared application that appears to attendees in the Viewer Window.

e Published Application — An application that is pushed to a client PC by Citrix
Presentation Server.

© 2009 Citrix Online, LLC. All rights reserved. 9
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Product Features

Intuitive User Interface: Easy-to-understand controls enable you to start and join
meetings in seconds without training.

Specific Application Sharing: PC-based presenters can select one application to
display, so they don’t have to share their entire desktops, or worry about receiving
distracting pop-ups from instant messages or email.

Screen Clean: PC-based presenters can click this option to instantly hide icons,
wallpaper background and toolbars on their desktops, so attendees won't be distracted
by them.

Total Audio: Integrated audio service that allows you to choose between phone
conferencing and Voice over Internet Protocol (VolP) options for you and your
attendees; or you can allow both options to be used in the same meeting.

Mac Support: Organize, present at and attend meetings from a Mac.
Share Keyboard and Mouse Control: Securely collaborate on documents in real time.
Instantly Change Presenters: Enable any participant to present to the entire group.

Desktop Recording and Meeting Playback: Allows PC-based presenters to record
and play back meeting sessions to review meetings or send copies to absent colleagues
or customers.

Chat Window: Chat online with any participant in the meeting.

Drawing Tools — Pen, Highlighter, Arrow, Spotlight: Gives attendees the ability to
draw, highlight and point to items of interest right on the screen. Presenters have
additional ability to use the spotlight and can erase all markings on the screen.

Multiple Monitor Support: Integrates GoToMeeting with multiple monitor systems, so
users can use one for screen sharing and the other for different tasks, or share all of
their screens.

Transparent Control Panel: Allows PC-based presenters to keep their Control Panel
open on their screen while screen sharing and chatting.

Inactivity Time-Out: Provides added security for PC users by automatically stopping
screen sharing after a specified period of inactivity (i.e., no keyboard or mouse
movement). Default is 30 minutes, but setting is configurable up to one hour.

Integration: Easily start or join GoToMeeting sessions through various email and
instant-messaging applications.

Attendee Authority: Grant and revoke attendee privileges before or during a meeting
session.

Reporting: Get detailed reports for trend analysis and ROI validation.

True 24-Bit Color: Share presentations, graphics, pictures and PC applications with all
meeting attendees in true 24-bit color.

© 2009 Citrix Online, LLC. All rights reserved. 10
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Install GoToMeeting

Create Your Individual Organizer Account

Before they can schedule or start a meeting, first-time organizers need to create their
GoToMeeting accounts and download the GoToMeeting software. It generally takes less than 2
minutes to set up a GoToMeeting account.

P To create your account

Go to www.gotomeeting.com and click the Try It Free button.

On the Create Your Account page, enter your information and click Continue.
Enter your password and click Continue.
If required, enter credit card and billing information and click Get Free Trial.

On the Install GoToMeeting Software page, click the Install Our Software button.

o ok w N

If prompted, click Yes or Grant (or Trust on a Mac) to accept the download.

Create Your Corporate Plan Organizer Account

If you are a GoToMeeting Corporate user you will be invited to join by your company’s
GoToMeeting Administrator. Before being able to schedule or start a meeting you need to
create your GoToMeeting account and download the GoToMeeting software.

P To create your account

1. Go to your email application and open the GoToMeeting invitation email you received
from your administrator entitled GoToMeeting Account Confirmation.

2. In the email, click the Confirm Account link to create your organizer account.
3. On the Create Account page, enter your information and click Create Account.
4. On the Download GoToMeeting page, click the Download button.

If prompted, click Yes, Grant or Trust to accept the download.

© 2009 Citrix Online, LLC. All rights reserved. 11
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Install GoToMeeting

The GoToMeeting application must be installed on your computer in order for you to schedule
and host meetings. The application will automatically download when you create your
organizer account.

P To install the GoToMeeting application

Go to www.gotomeeting.com and log in to your account.

If prompted, select Organizer.
In the left navigation menu, click Host a Meeting.

At the GoToMeeting Installed window, click OK.

a h W N

At the window Do you want to meet right now or schedule a meeting for later?, you can
choose to start using GoToMeeting immediately or click Cancel.

6. The GoToMeeting application is installed on your computer. For PC users, the
GoToMeeting icon appears in your system tray and is ready for use.

—. For Mac users, the GoToMeeting Suite icon appears on your desktop. Once downloaded,
ﬂ]u) GoToMeeting can be moved from your desktop to a location of your choice, including

your dock.

© 2009 Citrix Online, LLC. All rights reserved. 12
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The GoToMeeting Application

To access GoToMeeting functions directly from your PC desktop, simply right-click the &8 icon
in your system tray and select the desired function.

¢ Meet Now: Enables organizers to immediately start .
impromptu meetings without needing to enter meeting @ GnTﬂMEE—tmgﬁ
information Meet Now...

. . Schedule a Meeting. ..

e Schedule a Meeting: Enables organizers to schedule M i

R v Meetings. ..
meetings

+ My Meetings: Provides organizers access to their Join...
scheduled meetings and the ability to add, edit or delete Help
scheduled meetings Preferences, .,

e Join: Enables organizers to join meetings already in About. ..
progress Exit

« Help: Launches online help m

e Preferences: Provides access to user preferences
* About: Provides GoToMeeting software version information

e Exit: Closes the GoToMeeting application

Note: If your account includes GoToWebinar, additional menu options will appear.

Mac users can access many GoToMeeting functions by double-clicking the GoToMeeting
11219 icon on their desktop or clicking the icon in their dock. Other functions, including Help
and Preferences, can be accessed from the GoToMeeting menu bar.

N.Ye¥e GoToMeeting Suite
' Easy Online Meetings - Anytime, Anywhere
Y j GOTOMGEt | ng ’ Meet Now ‘ ’ Schedule Meeting \ ’ My Meetings ‘

e

Join

‘ = Web Events and Online Meetings Made Easy
Golo\/\Vebinar

".Webinar Now.\' ’ Schedule Webinarr" ’ My Webinars ‘

© 2009 Citrix Online, LLC. All rights reserved. 13
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Preferences — PC Users

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

PC users can access GoToMeeting Preferences by right-clicking the EB icon in the system tray,
or if in a meeting, from the file menu.

Note: Preference options outlined in this guide are specific to GoToMeeting. If your account includes GoToWebinar,
additional preference options will appear. For more information on GoToWebinar preference options, please refer to the

Getting Started section of the GoToWebinar Guide at www.gotowebinar.com/help.

(ﬂ) Mac users may access GoToMeeting Preferences by double-clicking the GoToMeeting
[i:i9  Suite icon on their desktop and selecting Preferences from the GoToMeeting menu in the
S : :

menu bar. Please see Preferences — Mac Users for more information.

Start Up Preferences

The Start Up category lets you determine how you start GoToMeeting. [new image]

Windows — This option starts

GoToMeeting automatically i Serttp
.
after you log in to your PC. General Start
Meetings
. - i Aukomatically after I log in o Wind
e Manually — This option sets ;ﬁ'ﬁrn;rn_sg gmua:g::a” o e
GoToMeeting to start only e
onneckion
when you launch the Audio

i i Login
application from your

Programs Menu.

Remember me on this computer

Emnail

¢ Remember me on this Password
computer — This checkbox
enables automatic |Og in to [¥IRemind me of upcoming mestings and Webinars
GoToMeeti ng. [Periodically synchronize reminders with My Meetings and
Iy Webinars,

* Show me desktop
notifications — Desktop
Notifications deliver simple
and effortless access to
complimentary Citrix Online
software upgrades,
information, news and
discounts individual users [ o ][ concel |
may be eligible for.

* Remind me of upcoming meetings — This checkbox becomes available if you select
Remember me on this computer and provides reminders for your scheduled meetings.

e Periodically synchronize reminders with My Meetings — This option is applicable to Citrix
Presentation Server users and is the recommended setting for optimal use. This
checkbox becomes available if you select the Remind me of upcoming meetings
checkbox and will synchronize meetings scheduled from a published Outlook® or Lotus
Notes® with a local installation of GoToMeeting.

© 2009 Citrix Online, LLC. All rights reserved. 14
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General Preferences

The General category lets you set your general GoToMeeting preferences. [new image]

o File save settings — Enables you K Preferences - GoToMeeting El
to save the Chat Log to any drive
i L. ) Category General
or directory. “Allow Citrix Online Ererel] _ _
to store all data needed for CTEN FLAGTDEEHIES
tin Alwa S save these to Webine?rs wWhen I schedule a Webinar:
repor g ) | y Recording Allows Cikrix Online to store all data needed For reporting
the local machines”. Inkegrations _
Connection Always save these to the local machine:
. . .. . Audi
e Security — Set the inactivity time- i [V]chat Logs
out to automatically stop screen Savein:
sharing if there is no keyboard i
input or mouse movement for the _
specified period of time. ety
Stop screen sharing after |30 minutes | i no mouse movement,
e Session ldentity — Remember
your name and email as displayed Session Identity
in the attendee ||St [¥]remember my name and email as it would appear in the attendee list,
. . A Mame
e Desktop notifications — This
R " R Email
option enables/disables various
system messages to appear to an
organizer when specific meeting
actions occur.
o] ] [ Cancel
© 2009 Citrix Online, LLC. All rights reserved. 15
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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.

e Create a Chat Welcome
Message that is sent to
each attendee upon joining
the meeting.

e 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 bubble
option, a new message icon will appear on
the Grab Tab to notify you of new chat
messages as they are received.

J Pink bubble designates a private chat

=

“““ Purple bubble designates a public chat

K Preferences - GoToMeeting

Category

Skart Up
=eneral

Recording
Inkegrations
Conneckion
Audio

Meetings

Show attendees

‘When I host a meeting, stark out allowing attendees to
Yiew the Attendee List

Chat

[]when attendees arrive, show them this chat message:

Shiaw me

[Jchat bubbles

Arrival and departure messages

Presenter change messages

Keyboard [ mouse contraller change messages
Qrganizer promation messages

Usage Lips

My inkerface colar

Select Color: -

X

8] 4

] ’ Cancel

© 2009 Citrix Online, LLC. All rights reserved.
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Recording Preferences

The Recording category lets you set your audio
and video recording preferences.

e Audio - Allows you to enable or disable the
audio recording feature. To record, choose
which audio service you want to use for
your meeting (see tables below).

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

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

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

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

1 Prefarences - GoToMeeting EJ

Category Recording
Statt Up _
General Audio
Meetings

(O Don't record audio

Inkeqgrations . ) )
Conneckion (&) Use GoToMeeting Audio Service

Audio Records everyone who speaks (via microphone or kelephone).
O Use your own audio service

Requires a physical input device. A microphone will record just your
voice. A phone patch device will record evervone who speaks.

Need sudio help?

Yideo

(¥) Record in GoToMeeting Format

Mo additional processing time. GoToMeeting users can view using
Windows Media Player 9 or above. Non-GoToMeeting users must
install a video codec firsk ko view,

() Corwert to Windows Media Player File

Requires additional processing time after recarding, but allaws
anyone ko view using \Windows Media Player 9 or above without
additional steps.

Learn more

Save in:

"

Using GoToMeeting Audio Service

What do you want to record? Device

Just my voice
telephone.

You can use either a microphone connected to your computer, or your

Your computer must have a sound card installed in order to record

audio, whether you join through the phone or VolP.

Everyone in the session

You can use either a microphone connected to your computer, or your
telephone.

Your computer must have a sound card installed in order to record
audio, whether you join through the phone or VolP.

Using Your Own Audio Service

What do you want to record?

Device

Just my voice

A microphone connected to your computer.

Everyone in the session

A phone patch connected to both your phone and the “mic in” port of
your computer.

Your computer must have a sound card installed in order to record
audio.

© 2009 Citrix Online, LLC. All rights reserved.
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Integrations Preferences
The Integrations category lets you determine where to display GoToMeeting integrations.

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.

Show button in messenger
applications — Display the
GoToMeeting Quick Launch button
in your selected instant-messaging
applications.

GoTaMeeting integr ations
[#]Use GoToMesting with
{®) Microsoft® Outlook®

() My default email application

Microsoft 'Word
[¥] Microsoft Excel
[#] Microsoft PowerPaint

[#] Shows button in messenger applcations

[+] Windows Live® Messenger™

[#] vahoo!® Messenger™

[#] GoogleTalkm

%] skype™

[+] Microsoft® Office Communicator

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

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 Customer Care representative directs you to perform the connection test.

© 2009 Citrix Online, LLC. All rights reserved.
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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.

* 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.

* 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.

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

+ Preferences - GoToMeeting E

Category Audio

Skart Lip
Generd

Meetings
Recording
Inkegrakions
Conrechion

l‘!_J Microphone Setup

Sehact & device and speak into the ricrophone ko bast:

ANEITO v &a

Thee meter wall turn green when your microphons is working,

*:} Speakers Setup
Selact a device and dick Play Sound bo besk:

Realtek AC57 Audio bl R TTTTT]

Click. Playy Sound and verify you can hear it playing from your speakers,

-

v

Crenge

Advanced

[#] Awtomatically adjust my audio settings
mmmw-wmeMymmhﬂudﬂmm

Sand Audio Feedback bieed Addkional Helod

; [ ek || concel
Devices. If your attendees
cannot hear you because your
voice sounds too loud and distorted, uncheck Use microphone boost.
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Preferences — Mac Users

GoToMeeting Preferences allow organizers to set preferences for running GoToMeeting, choose
which GoToMeeting integrations are displayed and test the GoToMeeting connection.

Mac users may access GoToMeeting _
Preferences by double-clicking the 800 Preferences - GoToMeeting

GOTOMeetI.ng Suite icon on thelr deSktOp [ Start Up Ceneral Meetings  Integration Connection '
and selecting Preferences from the P
GoToMeeting menu in the menu bar.

" Rermember me on this computer

Note: Preference options outlined in this guide are E-mail Address
specific to GoToMeeting. If your account includes
GoToWebinar, additional preference options will
appear. For more information on GoToWebinar
preference options, please refer to the Getting
Started section of the GoToWebinar Guide at

www.gotowebinar.com/help.

Password

Start Up Preferences

The Start Up tab lets you determine
whether GoToMeeting is available immediately after startup.

e Remember me on this computer — This checkbox enables automatic log in to
GoToMeeting.

General Preferences
The General tab lets you set your general GoToMeeting preferences.

e Session ldentity — Remember your name and email as displayed in the attendee list.

Meeting Preferences

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

e Enable or disable the ability for attendees to chat and view the Attendee List.

e Create a Chat Welcome Message that is sent to each attendee upon joining the
meeting.
Integrations Preferences
The Integrations tab lets you determine where to display GoToMeeting integrations.

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

Connection Preferences

The Connection tab 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 Customer Care representative directs you to perform the connection test.
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The GoToMeeting Outlook Toolbar
The GoToMeeting Outlook Toolbar provides PC- 8B |GoToMeeting = | a5 Meet Mow () Schedule Meeting ﬁ

based users quick {:md easy access t_o 32 Host a Meeting...
GoToMeeting functions right from Microsoft
Outlook. It includes the Meet Now and Schedule a5 Join a Meefing. ..
Meet?ng button_s, in addiftion to links to Host a © My Mestings...
Meeting and Join a Meeting and access to the
My Meetings, Help and About pages. Help

About

Note: Outlook integration requires Microsoft Outlook 2000 or later. Outlook may need to be shut down and restarted
for the GoToMeeting Outlook bar to appear. The GoToMeeting Outlook bar can be added or removed from the
GoToMeeting Preferences menu. Organizers using the Outlook published by Citrix Presentation Server may need to
manually add the Outlook toolbar from the Outlook tools menu. For more details, see the Set Up GoToMeeting for Use
with Citrix Presentation Server section of this guide.

The GoToMeeting Lotus Notes Menu Options

The GoToMeeting Lotus Notes menu options provide quick and easy access to GoToMeeting
functions right from the IBM Lotus Notes interface. It includes the Meet Now and Schedule
Meeting buttons, in addition to access to your My Meetings dialog box.

| Actions| Help
Add Recipients 3
Archive *

Send Memo to Daktabase Manager
Synchronize Address Book
Ipgrade Folder Design

Edit: Document

MMaowve Tio Folder. ..

Farysard

Tools »
Lock Dacurnent

Il @ck Document

Vieny Opkions »

Meet Mo with GoToMeeting. ..
Schedule a GoToMeeting. ..
My GoToMeekings...

Note: Lotus Notes integration requires IBM Lotus Notes 6.5 or newer. Lotus Notes may need to be shut down and
restarted for the GoToMeeting menu options to appear. The GoToMeeting Lotus Notes menu options can be added or
removed from the GoToMeeting Preferences menu. Organizers using Citrix Presentation Server should contact their
Presentation Server Administrator to display or remove the GoToMeeting Lotus Notes menu options in their published
IBM Lotus Notes.

The GoToMeeting Messenger Button

The GoToMeeting Messenger button provides a convenient way to start an impromptu meeting,
right from your selected instant-messaging application.
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Note: Please see the Software Requirements section to check what instant-messaging products and versions are
supported. Instant-messaging applications may need to be shut down and restarted for the GoToMeeting Messenger
button to appear. The GoToMeeting Messenger button can be added or removed from the Preferences Integrations
category.

=101 %]

Set Up GoToMeeting for Use with Citrix Presentation Server

Preferences

Depending on your Presentation Server environment, your Presentation Server Administrator
can choose to configure your GoToMeeting settings for you without notifying you; configure
your settings and notify you of those settings; or allow you to configure them yourself. If your
Administrator has chosen your configurations for you, you won’t need to do anything; if your
Administrator has configured your settings and opted to notify you, you will see a notification
dialog when you start your first meeting from your published environment.

¥ Client Setup - GoToMeeting ; _ﬁl

It has been detected thak you are nunning GoTodeeting in a Citrix Presentation Server
arvironmeant.

In order ko provide the best integrated experience with vour published emall application, please
allows GoToMesting to automatically make the Following changes to your local installation:
—Options

[ Disable local erad inteqration]

IF your primary email application is executed on a remate server, local emal integration
should be turned off. It is recommended that vou start and scheduls meetings using the
GoToMeeting integrated toolbar or menu in your published email application.

¥ Periodically synchronize reminders with "My Meetings™

Meetings scheduled from the published email application are syncheonized periodically with
your local GoToMesting installation so that vou can be more effectively reminded of
upcoming meetings.

Continue

If your Citrix Presentation Server Administrator has not already configured your GoToMeeting
preferences, the recommended settings can be configured under the Start Up category and
the Integrations category in the Preferences dialog.

Recommended settings for the Start Up category:
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1. Enable “Remind me of upcoming meetings” — This checkbox becomes available if you
select “Automatically log in to GoToMeeting” and will provide you with reminders for
your scheduled Start Up
meetings.

Skart

2. Enable “Periodically (%) Automatically after I log in to Windows

synchronize reminders (O Manually
with My Meetings” —
This preference option
is applicable to users
of Citrix Presentation

Login
Remember me on this compuker

Server and is the ) Email | wourname@ryourcompany .com
recommended setting

for optimal use. This Password | sesesesss

checkbox becomes

available if you select

the “Remind me of Rernind me of upcoming meetings and Webinars

upcoming meetings” Periodically synchronize reminders with My Meetings and My
checkbox and will Webinars,

synchronize meetings
scheduled from a
published Outlook® or Lotus Notes® with a local installation of GoToMeeting.

Recommended settings for the Integrations category:
1. Select your desired integration from the list of GoToMeeting integrations.

2. Click the Advanced button and confirm that the Application listed in the Application
Name field is the same as your selection from the GoToMeeting Integrations list.

=
B Preferences - GoToMeeting/GoTeWe binar
Categary Integrations
[start Lp
Ganeral GoToflecting ntegrations
L’Efﬁf‘dufq [#]use GaTaMesting with
........ athns | = Micrascfio® CutlookE
conrecten O IEME Lotus Notes®
L QLS LS
:- My default emal applcation l Advanced. ..
r Sy
Toolbar Advanced - GoToMeeting

¥ IUse the application from a Citrix Presentation Server

Server Address  |10.2.137%

Application Name (| Sutiock

I o4 | Cancel
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Displaying the GoToMeeting Toolbar in Published Outlook

Organizers using Outlook published by Citrix Presentation Server may need to activate the
Outlook toolbar manually in order for it to display the first time.

P To activate the Outlook toolbar if it doesn’t automatically display
1. Open Outlook.

2. Select Customize from the Tools menu.

Toals | fctions  Help
L Address Bock... Ctrl+Shift+B

[#] Rules and slerts...
Quk of Office Assistant...

Mailboy, Cleanup. ..
Ernply "Deleted Rems" Folder
| Customize... %

LE:_:n

¥

3. Click to check the box next to GoToMeeting.

Customize i 2=
. Tookpars | Commands | Qli:ll:nsf
* Toobars:
i g_ ew...
Advanoed
¥ Menu B Hernane
e web el
EE GoToMeeting Deleke
Reset...

Claze

4. The Outlook toolbar will appear in your published Outlook on the Citrix Presentation Server.
SB GoToMeeting = || 52 Meet Mow (5 Schedule Meeting H

iy Host a Meeting...
@y Jaina Meeting. ..

{E—} My Meetings. ..
Help

About

Note: You may need to restart Outlook for the toolbar to appear.
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P To remove the Outlook toolbar
1. Open Outlook.
2. Select Customize from the Tools menu.
3. Deselect GoToMeeting from the list of toolbars.

For more information about using GoToMeeting with Presentation Server, refer to the
GoToMeeting for Citrix Presentation Server FAQs section at the end of this guide.
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Organize Meetings

Organizer Role Overview

With a GoToMeeting account, an organizer can schedule and host meetings, grant and revoke
attendee privileges like passing the presenter role and invite/dismiss attendees.

e Organizers need to first create their accounts and download the GoToMeeting software
on their computers before they can schedule or conduct meetings.

e Organizers must be present at the start of any meeting as the meeting host.

e Organizers are responsible for creating scheduled meetings or starting impromptu
meetings.

e Organizers invite attendees and may do so via phone, email or instant message.

e Meetings can be started from the SB icon in the PC system tray, the Mac GoToMeeting
Suite icon, the GoToMeeting Web site, the GoToMeeting Outlook bar or the
GoToMeeting Messenger button.

¢ Once a meeting starts, the organizer becomes the meeting presenter. During the
meeting, the organizer may pass the role of presenter to other attendees or promote
an attendee to co-organizer.
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Schedule a Meeting

Organizers schedule pre-planned meetings from their desktop.

P To schedule a meeting

1. Right-click the SE icon in the system tray on a PC or double-click the GoToMeeting Suite

icon on a Mac and select Schedule a Meeting.

Enter your Email and Password in the Login window, and click Log In.

On the Schedule Meeting — GoToMeeting window, enter:

Subject — Enter the title of your meeting.

When will this meeting take place? —
Select the date and start time.

Recurring meeting — Check this box to
reuse the same meeting information for
future meetings.

Audio — Select the GoToMeeting
conference call service or provide your
own.

Provide VolP only (requires microphone
and speakers) - All attendees join the
audio portion via the Internet with built-in
VolP (Voice over Internet Protocol).

Provide a conference call number only - All
attendees join the audio portion through
the telephone.

Provide both - Allows all attendees to join
the audio portion through the telephone or
VolP. Attendees joining through VolP
must have speakers to hear the meeting
and a microphone if you would like them
to speak. Attendees can switch between
these audio options during a meeting.

£ Schedule a Meeting - GoToMeeting @

Subject | Month End Revizw
when will this rmeeting take place?

Date | Mon 1 f21/2008 -

Start | 3:00PM % | End | 4:00PM 2 Lacal Time Zone

|:| Recurring meeting

Audio
Provide audio information

(*) Use GoToMeeting conference call service
() Provide YoIP only (requires microphone and speakers)
() Provide a conference call number anly
(%) Provide both
Include additional local toll numbers (Edit countries)

() Provide vour own conference call information

Meeting password

|:| Require meeting password

My Meetings

Note: If you are using the GoToMeeting conference call service, you can provide toll numbers for
multiple countries. Please see the Audio Conference Options section for more information.

Provide your own conference call information — Select this option if you wish to use
your company’s existing conference phone number.

Meeting password - If you wish to protect your meeting with a password you will be
prompted for it when you start your meeting and/or invite additional attendees. Your
attendees will also need to know this password to join.

4. Click the Schedule button when complete.

You will receive notification that your meeting has been scheduled. If you are using
Microsoft Outlook, a meeting reminder will be generated and give you the option of
inviting attendees via an Outlook Calendar appointment.

Note: Your meeting is displayed in the My Meetings window until midnight following the scheduled meeting
time.
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Schedule an International Meeting

As a GoToMeeting organizer you can offer your international attendees conference numbers
specific to the country they are calling from. For example, if your attendees join from three
different countries then you can provide three different international numbers that all access
the same meeting. By doing this you and your attendees can avoid international rates and the
trouble of looking up and dialing International Country Codes. To manage your default country
preferences please see Audio Conference Options.

Note: The GoToMeeting conference call service includes the following international coverage: Australia, Austria,
Belgium, Denmark, France, Germany, Ireland, Italy, Netherlands, New Zealand, Norway, Spain, Sweden, Switzerland
and United Kingdom.

P To schedule a meeting with international conference numbers

1. From the Schedule a Meeting window select GoToMeeting conference call service and
then the Edit countries link.

From the Edit Countries window select as many countries as necessary and click Done.

Click Schedule to confirm the new meeting.

*/Schedule a Meeting - GoToMeeting §|

Subject “ew meeting
When will this meeting take place?

Date wed 10/28/2005 v

Start | 2:00PM 2| End | 3:00PM % Local Time fone

[ recurring meeting

*k Edit Countries - - GoToMeeting

Audio

Provide audio information
Clear Search

(%) Use GoToMeeting conference call service

() Provide YoIP only (requires microphone and speakers) D fustralia v
(") Provide a conference call number only D Austria
(%) Provide bath Eelgium
Include additional local toll numbefs (Edit counkries) Denmark
() Provide your own conference call iInFormatan D France
|:| Germany
[ reland
[ 1rale b

Select all | Deselect Al
Meeting password

[ ] Require meeting password Selected countries; Belgium, Denmark, United States

Iy Meetings Sche]

Done
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Schedule a Recurring Meeting

GoToMeeting enables organizers to reuse a meeting ID for future recurring meetings without
having to create a new meeting ID for each meeting. There are several important
considerations to keep in mind when creating recurring meetings:

e The recurring meeting will only appear once in the My Meetings window and the
Organizer Web site and will be labeled “recurring.” Organizers will need to use their own
local calendar applications to schedule and track recurring meetings.

e The Meeting URL/ID stays available indefinitely.

View Scheduled Meetings

Organizers can view all scheduled meetings via the GoToMeeting application.

P To view scheduled meetings via the GoToMeeting application

1. Right-click the &8 icon in the PC K My Meetings - GoToMeeting
SyStem tray or double-click the Pl_ease select a meeting @nd click Start, Invite, Edit or Delete, Or for new meetings,
GoToMeeting Suite icon on a Mac s Sl ey (i)
n | My M ings.
and select My Meetings meite | [ Edt | [ Delete
2. Enter your Email and Password in .
- - - Subject Dake Tirme Meeting ID
the Logln WIndOW' and CIICk Weekly Team Meeting Recurring S526-508-736
LOg In. Meeting to review project plan Fri 5/9/2008 200 &AM 843-566-397
Event; Sales Training Wwed 5/21/2008 3:30FPM  331-747-312
The My Meetings window appears
listing all scheduled meetings.
Note: Scheduled meetings may also be viewed from
the www.gotomeeting.com Web site after logging in
to your account.
Schedule Mew Mesting
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Invite Attendees to a Scheduled Meeting
An organizer can invite attendees to a scheduled meeting at any time prior to the start of the
meeting.

Note: For information on how to invite attendees to a meeting already in progress, please see the Invite Attendees
during a Meeting section below.

P To invite attendees to a scheduled meeting
1. Right-click the &8 icon in the PC system tray or double-click the GoToMeeting Suite icon
on a Mac and select My Meetings.

Enter your Email and Password in the Login — GoToMeeting window, and click Log In.

On the My Meetings window, select the meeting you want to invite attendees to by
clicking the name in the Subject column, and click the Invite button.

a. If you have an email application an email will automatically be generated with
the meeting information included in the body text, simply send the email to
attendees.

b. If you do not have an email application, the Meeting Scheduled window will
appear, simply click the Show invitation text link to display the invitation
information, click the Copy to Clipboard button and paste the invitation
information to attendees via any desired method.

Edit a Scheduled Meeting

Meeting organizers can edit details for a scheduled meeting at any time prior to the start of the
meeting.

Note: Editing a scheduled meeting does not automatically update Microsoft Outlook or other calendar applications;
neither will meeting attendees receive notice of the meeting change from GoToMeeting. Please be sure to contact
meeting attendees directly with any changes to a scheduled meeting.

P To edit a scheduled meeting

1. Right-click the &8 icon in the PC system tray or double-click the GoToMeeting Suite icon
on a Mac and select My Meetings.

Enter your Email and Password in the Login window, and click Log In.

On the My Meetings window, select the meeting you want to edit by clicking the name
in the Subject column and then click the Edit button.

On the Edit Meeting window, make the desired changes to the meeting and click Save.

5. Be sure to contact any previously invited attendees to notify them of the change.
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Cancel a Scheduled Meeting

Meeting organizers can delete a scheduled meeting at any time prior to the start of the
meeting.

Note: Canceling a scheduled meeting will not be automatically updated in Microsoft Outlook or other calendar
applications; neither will meeting attendees receive notice of the cancellation from GoToMeeting. Please be sure to
contact meeting attendees directly to notify them of the cancellation.

P To cancel a scheduled meeting

1. Right-click the &8 icon in the PC system tray or double-click the GoToMeeting Suite icon
on a Mac and select My Meetings.

Enter your Email and Password in the Login window, and click Log In.

On the My Meetings window, select the meeting you want to cancel by clicking the
name of the meeting in the Subject column and then click the Delete button.

On the Meeting Deleted window, click OK to confirm deletion of meeting.

Be sure to notify any previously invited attendees about the cancellation.
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Start/End a Scheduled Meeting

Scheduled meetings are any GoToMeeting meetings that have been previously scheduled by
the organizer in the GoToMeeting application.

Scheduled GoToMeeting meetings can be started from the GoToMeeting PC system tray icon,
the Mac GoToMeeting Suite icon, the GoToMeeting Web site and the GoToMeeting Outlook bar.

Note: To start a meeting, the GoToMeeting application must be installed on the PC or Mac being used by the meeting
organizer. For more information on installing the GoToMeeting application please see the Getting Started section of
this guide.

Start a Scheduled Meeting from Your Desktop

P To start a scheduled meeting from your desktop

1. Right-click the SB icon in the PC system tray or double-click the GoToMeeting Suite icon
on a Mac and select My Meetings.

Enter your Email and Password in the Login window, and click Log In.

On the My Meetings window,

A % My Meetings - GoToMeetin
select the meeting you want to 4 = &

start by se|ecting the name in the Please select a meeting and click Start, Invite, Edit or Delete, Or For new meetings,
R . click Schedule Mew Meeting.

Subject column and then click the
Start button. [(vite | [ Edt | [ Dekete
Your meeting will start and the P~ pe— Mesting 1D
GoToMeeting Organizer Control Weekly Team Meeting Recurring £ 796

H H H Mecling to review project plan Fri 5f9/2008 200 AM  843-566-397
Panel will appear on the rlght side Ewent: Sales Training Wed 5212008 3:30PM 331-747-312
of your desktop. For more
information on the Organizer
Control Panel see the Organizer
Control Panel section below.

Schedule Mew Meeting
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Start a Meeting from the Web

P To start a scheduled meeting from the GoToMeeting Web site

1. Log in to your organizer Web site.

2. On the My Meetings page, locate the scheduled meeting you wish to start and click the

Start Meeting button.

My Meetings

Subject Date
Weekly Team Meeting Recurring
Meeting to review project plan May 2, 2008
Event: Sales Training May 21, 2008

Time

| Start Meeting |
9:00 AM | Start Meeting |
3:30 PM | Start Meeting |

If prompted, click Yes or Grant to accept the GoToMeeting download.

Your meeting begins and the GoToMeeting Organizer Control Panel appears in the right
side of your desktop. For more information on the Organizer Control Panel see the

Organizer Control Panel section below.

Start a Meeting from Outlook

P To start a scheduled meeting from the GoToMeeting toolbar in Outlook

1. From the GoToMeeting toolbar in
Outlook, click the GoToMeeting
button and select My Meetings.

2. On the Login window, enter your Email
and Password and click Log In.

&5 Join a Meeking...
3. On the My Meetings window, select the _
meeting you want to start by clicking © My Meetings...
the name in the Subject column, and Help
click the Start button. About

Your meeting begins and the
GoToMeeting Organizer Control Panel
appears in the right side of your
desktop. See the Organizer Control
Panel section below for more
information.

&8

GoToMesting = || &5 Mest Now (5 Schedule Meeting ﬁ

&y HoskaMeeting. ..
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Start a Meeting from IBM Lotus Notes

P To start a scheduled meeting from the GoToMeeting IBM Lotus Notes Actions Menu

1. From the Actions menu in the Lotus Notes toolbar,

i Aucti Hel
select My GoToMeetings. ’m Elp

&dd Recipients 3
2. On the Login window, enter your Email address and Archive b
Password and click Log In. Send Memo ko Database Manager
3. On the My Meetings dialog box, select the meeting Synchranize Address Book
you want to start by clicking the name in the Upgrade Folder Design
Subject column, and click the Start button. Edit Docurment
Your meeting will start and the GoToMeeting Mave T Falder. .
Organizer Control Panel will appear on the right side Fariwatd
of your desktop. For more information on the Toals 3
Organizer Control Panel see the Organizer Control Lock Dacument
Panel section below. Unlock Document
View Options g

Meet Mow with GoToMeeting. ..
Schedule a GoTalMeeting. ..
My GaToMeetings...

Start a Meeting from Microsoft Office

P To start a scheduled meeting from the GoToMeeting Toolbar in Microsoft Office

1. From the GoToMeeting toolbar in
Microsoft Office, click the

GoToMeeting button and select My : B8 |GoToMeeting = || o, Meet now within Word (5 Schedule Meeting

Meetings.
. . . Hosk a Meeting. ..
2. On the Login window, enter your Email

address and Password and click Log In. JEIL & EEgo.
3. On the My Meetings window, select the |@' My Meetings... 3
meeting you want to start by clicking Help

the name in the Subject column, and

click the Start button. About

Your meeting will start and the
GoToMeeting Organizer Control Panel
will appear in the right side of your
desktop. For more information on the
Organizer Control Panel see the
Organizer Control Panel section below.

Note: If the GoToMeeting toolbar does not appear in your Microsoft Office application, see the GoToMeeting
Application Preferences section for instructions.
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Start an Impromptu Meeting

Impromptu meetings can be started by an organizer at any time without having to schedule it
in advance. The Meet Now feature is for last-minute or on-the-fly meetings that need to occur
without prior notice. Impromptu meetings may be initiated either from the GoToMeeting PC
system tray icon, the Mac GoToMeeting Suite icon, from the Microsoft Outlook tool bar, the
Lotus Notes Actions menu or from an integrated instant-messaging application.

Note: To start a meeting, the GoToMeeting application must be installed on the PC or Mac being used by the meeting
organizer. For more information on installing the GoToMeeting application, please see the Getting Started section of
this guide.

P To start an impromptu meeting from your desktop

1.

Right-click the EB icon in the PC system tray or double-click the GoToMeeting Suite icon
on a Mac and select Meet Now.

On the Login window, enter your Email and Password and click Log In.

Your meeting starts and the GoToMeeting Organizer Control Panel appears in the right
side of your desktop. Conference call information appears in the meeting information
pane of the Organizer Control Panel.

Or
Double-click the &3 icon in the PC system tray.

Your meeting starts and the GoToMeeting Organizer Control Panel appears on the right
side of your desktop. Conference call information appears in the meeting information
pane of the Organizer Control Panel.

P To start an impromptu meeting from the GoToMeeting Web site

ok wNhR

Go to www.gotomeeting.com and click the Host a Meeting button.
If prompted, click Yes or Grant to accept the GoToMeeting download.
On the Login window, enter your Email address and Password and click Log In.

On the Host a Meeting window, select Meet Now.

Your meeting starts and the GoToMeeting Organizer Control Panel appears on the right
side of your desktop. Audio information appears in the meeting information pane of
the Organizer Control Panel.
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P To start an impromptu meeting from the GoToMeeting Toolbar in Outlook

1.

2.

From the GoToMeeting Outlook bar,
click the Meet Now button.

On the Login window, enter your Email address and Password and click Log In.

EB GoToMeeting ~ Meet Mow | L) Schedule Meeting

Your meeting starts and the GoToMeeting Organizer Control Panel appears on the right
side of your desktop. Audio information appears in the meeting information pane of
the Organizer Control Panel.

P To start an impromptu meeting from the GoToMeeting Toolbar in Microsoft Office

1.

From the GoToMeeting Toolbar
in Microsoft Office, click the
Meet now within button to launch an
impromptu meeting.

SB GoToMesting = | @3 Mest now within Word 'CB' Schedule Meeking I

On the Login window, enter your Email address and Password and click Log In.

Your meeting starts and the GoToMeeting Organizer Control Panel appears in the right
side of your desktop.

Click the Show My Screen button and your presentation starts in specific application-
sharing mode. This means that GoToMeeting only displays the Microsoft Office window
from which you started the impromptu meeting.

Note: The GoToMeeting toolbar can be displayed in Microsoft Word, Excel and PowerPoint.

» To start an impromptu meeting from the I1BM Lotus Notes Actions menu

1.

From the GoToMeeting Lotus Notes
menu options, select Meet Now with

GoToMeeting. Text Help

On the Login window, enter your Email address and

. &dd Recipients »

Password and click Log In. Archive N
Your meeting starts and the GoToMeeting Organizer Send Mema ko Database Manager
Control Panel appears in the right side of your desktop. Synchronize Address Book
Audio information appears in the meeting information Upgrade Folder Design
pane of the Organizer Control Panel.

Zategorize

Forward

Mave To Folder, ..

Remawe From Folder

Save and Send Invitations

Save as Draft

Find Fioom or Resource k
Celivery Options...

Edit HTML Attributes

Meet Mow with GoToMeeting. .. k

Schedule a GoTaMeeting. ..
My GoToMeekings. ..
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P To start an impromptu meeting from an instant-messaging application

Launch the instant-messaging application.

Open a chat communication with the person you would like to invite. _iol x|
On the side of the chat box, click the GoToMeeting Meet Now tab.

On the Login window, enter your Email address and Password and click
Log In.

W PR

5. Your meeting starts and the GoToMeeting Organizer Control Panel
appears in the right side of your desktop. Audio information appears in
the meeting information pane of the Organizer Control Panel. :I*

Leave or End a Meeting

Organizers may choose to either leave a meeting while allowing the meeting to continue or to
end a meeting completely.

Note: If an organizer chooses to leave a meeting while allowing it to continue he or she must first designate another
attendee as the meeting organizer.

P To leave a meeting and allow the session to continue
1. Prior to leaving the meeting, be sure to make another attendee the organizer.
2. From the File menu, select Exit — Leave Meeting.

3. On the Leave Meeting? confirmation window, click Yes.

Note: If you leave a meeting that you organized running, you will not be allowed to host or join another meeting until
the first meeting is finished.

P To end a meeting
1. From the File Menu, select Exit — End Meeting.

2. On the End meeting for everyone? confirmation dialog box, click Yes.

From the GoToMeeting menu on the toolbar, select Quit GoToMeeting; or select File and
;4 then Leave Meeting. You may also click the red X in the top left corner of the Control
Panel and Viewer Window.
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The Organizer/Presenter Control Panel

When the organizer first joins the meeting the Presenter Control Panel appears on the right

side of the desktop. The Presenter Control Panel gives
organizers and presenters access to various organizer
and presenter functions.

Note: When the organizer passes the presenter role to another

attendee, the Control Panel changes and the Screen Tools section is
removed and given to the new presenter

e The Screen Sharing pane provides
organizers/presenters with a visual reminder of
On Air status, the ability to show their screens,
pause showing their screens, pass keyboard
control and change presenters (a)

e When selected from the Options menu, the
Recording pane gives you the ability to record
your meetings (b)

e The Attendee List pane provides
organizers/presenters with a list of all meeting
attendees and enables them to make other
attendees organizers or presenters, grant or
revoke attendee privileges and dismiss
attendees (¢)

e The Audio pane provides access to the audio
settings for you and your attendees (d)

e The Grab Tab enables organizers/presenters to
minimize the Control Panel to the side of their
desktops to display their full desktops to
attendees and still access Presenter Screen
Tools (e)

e The Chat pane allows organizers and attendees
to communicate privately or publicly (f)

e The Invite Others pane includes the meeting
URL and ID which can be used to invite more
attendees (Q)

m As a Mac presenter, your expanded Control
19 panel will be visible to attendees as a black
silhouette and sometimes parts of the Control
Panel are fully visible (not blacked out) to attendees.

This can obstruct a portion of what you are presenting.

We recommend that Mac presenters leave the Control
Panel collapsed as much as possible during the
meeting. If you have a multi-monitor setup, we
recommend keeping the Control Panel on your second
monitor.

File Options View Help 2%

=| Screen Sharing

@0 0 6

Show My SH:-F- Give Change
= Gy Ess
— 135.2 BB remaining Settings
=| Aftendee List (2| Max 16)
&[] NAMES - ALPHABETICALLY -
[¥] jason vogt (Organizer, Presenter, Me)
& John 5
= Audio
" Audio Mode: ® Use Telephone )

i ) Use Mic & Speakers

Dial: (805) 879-4416
Access Code: 835-729-955
Audio PIN: 52

If wvou're already on the call, press #52# now.

=| Chat

Chat Log "

[Type mes=age here]

All - Entire Audience v Send @
=| Invite Others
Call the person and say:

1. Go to ga2.gotomeeting.com/miattendMyMe
12 Enterthis meeting ID: 835-729-955

[ Email Invitation ” Copy Invitation

Meseting ID: 835-728-955

GoToMeeting®
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The Screen Sharing Pane

When an attendee becomes a presenter, the Control Panel adjusts to incorporate the Presenter
Screen Sharing pane at the top. The Screen Sharing pane provides the presenter with access

to the various presentation controls.

e The Broadcasting Status field notifies

presenters of the status of screen

sharing (a)

e The Show My Screen button

starts/pauses showing the
presenter’s entire desktop to
attendees (b)

e The Screen drop-down button
allows the presenter to share specific Show My
application windows, or a clean
screen with meeting attendees (c)

e The Give Keyboard & Mouse

File View Help 7| %
=| Screen Sharing

8 —— Stopped Mo one Sees your Screen

Change

C ————{5creen~ Presenter

button grants shared mouse and

keyboard control to another
attendee (d)

e The Change Presenter button

Presenter Screen Tools Pane
when Screen Sharing is Off

passes the presenter role to another

attendee (e)

Share Your Desktop

P To share your entire desktop

1. Click the Screen button on the GoToMeeting Control Panel.

2. Select the Screen option.

Note: Hovering over your Show Only menu
selection will display an animated gray
frame which indicates what attendees will
see if selected. If you select an application
window that is minimized, the selected
window will automatically maximize and be
presented to attendees. If the presenter
opens a window on top of the window being
shared, screen sharing will pause until the
intruding window is either moved or closed.

Show Only: Show My

Screen «

Screen - CLEAR (hide icons, background & taskhar)

@S.D_Feature_Guide.duc - Microzoft Ward
[ Document3 - Microsoft Waord

5 Shagh

Note: The specific application sharing feature will also allow you to share one or all of your multiple monitors if you

have the hardware already set up.

Note: To change the background color of a clean screen presentation, simply right-click on your desktop while you're

in that mode and pick from the available colors.

Mac presenters do not have the option of displaying a clean screen or a specific

il:19 application. We recommend you close all windows you do not want to be seen by

attendees before beginning screen sharing.
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Passing Roles to Attendees

Your keyboard and mouse controls can be
temporarily shared with one of your attendees or the |=! Screen Sharing

entire group. Slmply click the Give Keyboard & Stoppeﬂ Mo one sees Your screen

Mouse button on the Screen Sharing pane or the

Grab Tab and then select the attendee. As the

presenter you will always have priority control of @ @

your keyboard and mouse, and can regain control

simply by hitting a key or moving your mouse. Show My  Stop Give Change
If you would like pass the presenter role to one of Sereen Sowa | oemet

your attendees, simply click the Change Presenter
button on the Screen Sharing pane or the Grab Tab
and select the new presenter.

To return the presenter role to yourself, click the Change Presenter button again and select
your own name.

Request Keyboard and Mouse

Organizers and panelists can request keyboard and mouse control from the presenter. Right-
click or Control-click your name in the Attendee List pane and select Request Keyboard &
Mouse Control.

-| Aftendee List (2| Max 16)
& [ NAMES - ALPHABETICALLY -

& jazon v (Organizer, Me)
4 [ Dan (Presenter)

jason v (Organizer, Me)
- Connected to Audio

Muke Me

Request Keyboard and Mouse Control

[ # Nute Al ] [ & Unmute All Make Presenter. .,

Copy Email Address to Clipboard
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Manage Attendees

Organizers can manage attendees by right-clicking or Control-clicking attendee names in the
Attendee List pane and selecting or deselecting the desired attendee options.

Displays the number of
attendees and maximum
number of attendees for the
meeting (a)

Indicates attendee role and
color of assigned

Drawing Tool (b)

Mute or unmute the
attendee (¢)

Mute or unmute all the
attendees (d)

Assign your attendee the role of
presenter and/or organizer (e)

Share your keyboard and
mouse with an attendee (f)

Provide your attendee with
on-screen drawing tools (g)

Allow your attendee to see the
list of other attendees (h)
Allow your attendee to chat (i)

Sends a chat message directly
to the attendee (j)

Copy the attendees email
address to the clipboard (k)

Dismisses an attendee from the
meeting (I)

t—rAtftendee List (2 | Max 26) ]

& i) #» HAMES - ALPHABETICALLY -
o [ & Jason V (Organizer, Presenter, Me)

Dan

= e mnerted o

wr L LU L Ssudiu

Mutke Dan

&—  # Dan %

T Mute | [un-mute 4 Maks Presenter...

Make Croanizer...

+| Audio
Give Kevboard and Maouse
+| Chat

v Allaw Drawing

+ Invite Others v Allow Attendes List

Meeting it ¥ Allow Chat

Send Chat Message, ..

Golo

Copy Email Address to Clipboard —

Dismiss Dan. ..

- JQ =+~ O

x —-
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Manage Audio

Attendees who join the audio portion of your meeting are joined unmuted by default.
Attendees joined via VolP will have a microphone icon next to their name. Attendees joined via
telephone will have a handset icon next to their name. For more information on your audio
options, please see GoToMeeting Total Audio Service.

Note: Organizers should be aware that attendees joining with VolP will not be able to participate in the audio portion
of the meeting until the meeting is started. Attendees joining by telephone can communicate with other attendees at
any time regardless of whether or not the meeting has started.

Audio PIN

Everyone that joins a meeting is provided a unique Audio PIN which when entered offers
additional muting and audio controls. Those joining by VolP automatically have the Audio PIN
assigned to them. Those joining by telephone are prompted to enter their Audio PIN when they
first dial in. An Audio PIN can be entered on the telephone at anytime during the meeting by
entering #, the Audio PIN and then # a second time.

Attendee Audio

* Presenter, joined via telephone but did
not enter their Audio PIN, unmuted (a)

=| Attenclee List (4 || Max 26)
& | NAMES =

a \ Allen Atkinson - Orqanizer, Me

* Attendee, joined via telephone, Ben Caruen - Brocanta

unmuted (b) h t,| Chris Fre Ben Caruso (Presenter):
. . - Asudio PIN #35# Not Entered
* Attendee, joined via VolIP, — | & Tony Hiz -;ar..jn..ji.-. PIN #95# —
» Attendees who join the meeting via d Make Presenter. ..
telephone must enter their Audio PIN so Make Organizer...

that you have full audio controls
through the Organizer Control Panel. If
not entered, you can right-click the
person’s name and select Send Audio
PIN. This will send a pop-up message

with the Audio PIN to that person. (d) Send Chat Message. ..
Copv Email Address to Clipboard

Give Keyvboard and Mouse
Allows Drawing
Allow Attendee List

v Allows Chat

Disrnizs. ..

Audio Control Icons

Telephone: Unmuted by default.
t--- Can mute/unmute self through Control Panel or telephone keypad (*6).

M Telephone: Muted

Telephone: Did not enter Audio PIN or has not yet joined the audio portion of the meeting.
Cannot mute/unmute attendee until Audio PIN is entered.

0 VolP: Unmuted by default.
b Can mute/unmute self through Control Panel.

2’ VoIP: Muted

No Net-connectedtoaudio(cannet-hearaudio-erspeak)~
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Organizer Audio

The GoToMeeting Conference Call Service allows you to manage the audio options before and
during the meetings. If you wish to change the own connection or your attendee’s audio
connection during a meeting, you can do so from the Audio pane of your Control Panel.

Starting the Meeting

VolP and Telephone: If you have selected to use
VolIP and Telephone for your meeting, you will see
the options Use Telephone and Use Mic & Speakers in
your Control Panel. The default mode is Telephone;
however, GoToMeeting will remember your selection
for your next meeting.

Telephone: If you selected Telephone only for your
meeting, you must join the audio portion by dialing
the conference number and entering the access code
and Audio PIN noted in the Control Panel.

» To switch audio formats during a meeting

If you are using the GoToMeeting Conference Call
Service during a meeting, you can switch between
using Mic & Speakers or Telephone. In the Audio pane
at Audio Mode click either Use Telephone or Use Mic &
Speakers.

P To edit audio services for your attendees

If you would like to provide your attendees
different conference call options during a
meeting, you may do so by clicking the down
arrow in your Audio pane.

(%) Use GoToMeeting conference call service

(O Provide YoIP only (requires microphone and speakers)
(O Provide a conference call number anly
(%) Provide both

(O Provide your own conference call information

=| Audio

Audio Mode: ® Use Telephone =
) Use Mic & Speakers

Dial- (805) 8794418
Access Code: 105-156-174
Audio PIN: 91

If you have already dialed in, press #31# now.

=| Audio
Audio Mode: Telephone &)

Dial: (805) 879-4418
Access Code: 105-737-959
Audio PIN: 43

If you have already dialed in, press #43# now.

=| Audio
Audio Mode:

ORI

) Use Telephone
@ Use Mic & Speakers

& Doeeenane i

Audio Setup

Cancel
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Muting Audio

With the GoToMeeting Conference Call

Service, you can manage the muting
and unmuting of individual attendees,
switch audio formats and keep track
of who is speaking.

» To manage muting and
unmuting during a meeting

You can mute/unmute yourself
and attendees in the following
ways:

Click the microphone or
handset icon next to the
attendee’s name (a)

Click the microphone icon on
the Grab Tab (b)

Click the Mute All button (c¢)

File Optionz View Help

=| Screen Sharing

o O

2]

&

Show My Stop Give Change
Sereen w |  Showing Keyboard Presenter
Scresn & Mouse
=| Aftendee List (2 | Max 18)
& ¥ HAMES - ALPHABETICALLY -

4 [ jason v (Organizer, Presenter, Me)

[ Q0 OO @@@@]

& John 5

| # mute an | [ £ unmute

= Audio
Audio Mode: Mic & Speakers

& i

Audic Setup

+| Chat
*| Invite Others

Meeting ID: 922-281-371

GoloMeeting®
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Chat with Attendees

As an organizer you can chat with your attendees by using the built-in Chat feature in the Chat
pane. This feature can be turned on or off from the Meetings tab in the Preferences window or
during a meeting from the Attendee List pane.

] (=] Chat el |
e The Chat Log displays the text

of all public chat and chat Chat Log

between two attendees (a) a T

e The Message Entry field enables
input of chat text (b)

e Send your chat message to All [Type message herel
or a specific attendee from the b

drop-down selection field (c¢)

All - Entire Audience v /35“3 @
e The Send button transmits chat : :
to selected recipient(s) (d) c / d /e /
e Create a Welcome message to
be delivered to attendees when they arrive (e)

Mac organizers may edit their welcome message from the File drop-down menu in the
toolbar.
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Invite Attendees during a Meeting

You as an organizer may invite new attendees to meetings in progress from the Invite Others
pane. Invitation methods include Phone, Email and Copy/Paste.

=| Invite Others
Call the person and say:

1. Go to ga2.gotomeeting.com/miattendMyMeeting.tmpl
2. Enter this meeting 1D: 114-446-423

[ Email Invitation “ Copy Invitation

Meeting IO: 114-445-423

GololMeeting®

P Invite attendees by phone

To invite attendees by phone, call the desired attendees and read them the information
provided in the Invite Others pane.

P Invite attendees by email

To invite attendees by email, expand the Invite Others pane and then click the Email
Invitation button.

A new Microsoft Outlook or IBM Lotus Notes email will be generated with the meeting invitation
information in the body of the email; simply address and send the email to the desired
attendees.

Note: The Email option only works with Microsoft Outlook and IBM Lotus Notes. If you have another email program
please click the Copy Invitation button and paste the meeting information into your email service.

P Copy and paste the invitation

To invite attendees using an email service other than Microsoft Outlook, expand the Invite
Others pane and click the Copy Invitation button.

This will copy the meeting invitation information to your Clipboard, where it can then be pasted
into another email program or an instant-messaging application.
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The Control Panel Grab Tab

The Control Panel Grab Tab enables organizers and presenters to minimize the Control Panel
and still access Presenter Screen Tools. There are four main display modes:

Organizer/Presenter has started meeting but no attendees have arrived.
Attendees have arrived and the presenter is displaying his or her desktop.

Attendees have arrived and the presenter has paused displaying his or her desktop. In
this mode, screen sharing is paused and attendees see a frozen image of the
presenter’s desktop.

4. Attendees have arrived and the presenter has stopped displaying his or her desktop. In
this mode, screen sharing is stopped and attendees see a “Presentation Stopped”

message.
Attendees Attendees Attendees
No Attendees arrived, arrived, arrived,
have arrived presenting presentation presentation
desktop paused stopped

Click and drag to move Grab
Tab up or down (a)

Click to hide or display a — e s [Es] 0 [

Control Panel (b) L [se]
—HorF OFF

Shows On Air status (c) c

K
i &
The Show My Screen button d _6 6
displays desktop to attendees.
Right-click to display multiple e ~ | 0
monitors, a specific application
or a clean screen (d) £ __G G
The Stop Showing Screen
button stops — @
desktop display (e)

The Give Keyboard & Mouse I
button grants shared h @ g

mouse/keyboard control to - ——@
another attendee (f)

The Show Other’s Screen
button passes the presenter
role to another attendee (g)

The Drawing Tools button
allows the presenter to draw,
highlight and place arrows on
the screen, as well as use the

spotlight and clear
all markings (h)

Mute or unmute yourself (i)

and sometimes parts of the Control Panel are fully visible (not blacked out) to attendees. This can obstruct a
portion of what you are presenting. We recommend that Mac presenters leave the Control Panel collapsed as
much as possible during the meeting. If you have a multi-monitor setup, we recommend keeping the Control
Panel on your second monitor.

As a Mac presenter, your expanded Control Panel and Grab Tab will be visible to attendees as a black silhouette
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Drawing Tools

The Drawing Tools feature is accessed from the Drawing Tool button on the GoToMeeting Grab
Tab. Once a Drawing Tool is enabled, the Drawing Tools menu can be reselected by either
clicking the Drawing Tools button or by right-clicking or Command-clicking your mouse. To
deactivate a tool simply select Normal non-drawing mode from the menu.

e No Drawing Tool selected (a)

e Click and drag to draw on the screen
(b)

e Click and drag to highlight
in yellow (¢)

e Allows the presenter to draw attention
to an area of the screen without

®
s
-
leaving a mark (d) O
&
&
@

e Places an arrow on the screen
(only one arrow at a time) (e)

e Erases all drawings (f) Drawing Tools:
e Enables Attendee Drawing Tools during i
a meeting @) a ~— == ' h‘ MNormal non-drawing mode
b - ! Pen
c &# Highlighter
Note: Press the Shift key with any Drawing Tool to make ® Spotight
a straight line. d
Arrow
Note: Only the presenter can erase drawings. Drawing e ED
will pause for attendees anytime the presenter pauses the £ Erase all drawings
presentation.
g Attendees can draw {if checked)

The Drawing Tools feature is only
il:id  available for meetings hosted by PC users at this time.

)
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The Organizer Menu Bar - PC

The Organizer Control Panel menu bar provides access to various application tools not
specifically related to managing meetings. Menu options include File, Options, View and Help.

File Menu File

From the File menu, PC-based organizers can edit how their Edit Your Marme and Email. ..
names and email addresses are displayed to attendees. They Edit Meeting Subiect
can change the meeting subject, save the chat logs of their 4 JEEL.

meetings as .rtf files to their PCs and access Preferences Sawe Chat Log...
while in session. Organizers can also exit meetings without
ending them (they must first make another attendee an Preferences. ..

organizer) or exit meetings and end them.
Exit - Leave Meeting

Exit - End Meeting

Options Menu Options

v fttendees Can Chat
v fttendees Can Yiew Attendee Lisk

From the Options menu, organizers can enable or disable the
Attendee List and/or Chat feature for all attendees.

View Menu  View

From the View menu, organizers can record the meeting. Recording
Organizer can also return the Control Panel layout to its
default settings or save the current layout. Auka-Hide the Contral Panel
With Auto-Hide the Control Panel checked your Control Panel Hide Contral Panel
is set to collapse automatically after 10 seconds of inactivity.
To disable this feature, deselect Auto-Hide the Control Panel Default Control Panel Layout
in the View menu so that it is left unchecked. Save this Startup Layout

Help Menu Help

The Help menu provides access to the online GoToMeeting

- - A ) zoToMeeting Help
Help file and GoToMeeting software version information.

About GoToMeeting
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The Organizer Toolbar - Mac

GoToMeeting Menu GoToMeeting

The GoToMeeting menu allows Mac-based organizers to About CoToMeeting
manage their preferences and end a meeting.

Preferences... 3,

CoToMeeting »
GoToWebinar >
Services >

Hide CoToMeeting 36H
Hide Others HH

| Quit CoToMeeting 3#Q

File Menu File

The File menu allows organizers to edit how their names and Edit Your Name and Email...
email addresses are displayed to other attendees, save the | Save Chat Lo
meeting chat logs as html files and leave meetings. g---

Leave Meeting

View Menu m

The View menu enables organizers to select how to display the Full Screen
Viewer Window on their desktops. v Window

Audio Menu m

The Audio menu provides organizers another option for | Mute Me {G8EM
managing their audio settings. They can mute themselves,
switch between telephone and VolP if enabled and select their | Use Telephone

audio input and output.

v Use Mic & Speakers

Audio Input >
| Audio Qutput >

Help Menu

The Help Menu provides access to the online GoToMeeting
Help file and to GoToMeeting software version information.
There is also an option to leave feedback on the audio quality.
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Record and Play a Meeting

Notes on Recording and Playing a Meeting

Meeting recording allows an organizer to record all screen activity that is presented in the
GoToMeeting Viewer Window, including desktop and application sharing of other attendees
presenting in the meeting.

Meeting recording requires Windows Media Player 9.0 or higher. Windows Media Player 9.0
currently supports, 2000, XP Home, XP Pro, 2003 Server; therefore, these are the operating
systems required for recording with GoToMeeting.

@ The recording feature is only available to PC users at this time.
¥

To record audio, an organizer must have a sound card installed on his or her computer. (If you
can hear music played on your computer, you have a sound card.) If you are using the
integrated Total Audio service, the audio you and your attendees transmit over the phone or
VolIP (using a microphone connected to your computer) will be recorded automatically when
you click the Start Recording button.

If you are recording a teleconference using an audio service other than Total Audio, you can
enable the GoToMeeting Voice over Internet Protocol (VolP) feature, position a microphone
next to a speakerphone or set up a phone recording adapter to your phone and line-in input on
your computer’s sound card.

Only one recording file is created per meeting. This means that if an organizer clicks Start
Recording to start the recording and then stops the recording and subsequently restarts the
recording during the course of one meeting, GoToMeeting will keep recording to the same
meeting recording file.

The default destination location to save your recording defaults to your My Documents folder.
You can change the destination location but only before you begin recording. It is
recommended that the designated location have a minimum of 1.0GB of free space in order to
accommodate the recording. For optimum recording performance and in-session experience, it
is recommended that you select a location on your local hard drive.
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Recording a Meeting

The meeting recording feature is only available to meeting organizers or promoted organizers.

J"'\

organlzers

The meeting recording feature is only available to
W PC-based meeting organizers or promoted

P To configure recording settings

1. From the Organizer Control Panel, click the View
menu, select Recording and then click Settings.

2. On the Recording tab:

e Audio: Allows you to
enable or disable the

File Options

=| Screen Sharing

View | Help

0o 0O

Show My Stop Give
Sereen |  Showing Keyboard
Screen & Mouse

Start Fecording | 57.7 GB remaining

K Preferences - GoToMeeting

£

€

Change

o

Presenter

Sething

=

. . Categor Recordin
audio recording s ¢
StartUp L
feature. To record, General Audic
choose which audio Seiimid © Don'trecord audio
service you want t.O nns @Use GoToMeeting Audio Service o
use for your meeting. Connection Records everyone who speaks (via microphone or telephone).
Audio 7) Use your own audio service
Note: Be sure to check your Requires a physical input device. A microphone will record just your
audio device settings under wvoice. A phone patch device will record everyone who speaks.
Audio in the left menu. Need audio help?
« Video: Allows you to Video
select the meetlng (%) Record in GoToMeeting format
recordi ng output Mo additional processing time. GoToMeeting users can view using
. f Windows Media Flayer 9 or above. Mon-GoToMeeting users must
format and destination install a video codec first to view.
for saving the file.
or sa 9 € € () Convert to Windows Media Player file
Note: Mac users can only Requires additional processing time after recording, but allows
view meetings recorded in anyone to view using Windows Media Player 9 or above without
N _ additional steps.
Windows Media Player eanime
format.
i Save in:
e Save in: Sel_ect the R}
folder in which you
want to save your
recording. [ o< | [ caneel |
3. Click OK.
Note: If you are using VolP, see the VolP
Audio Best Practices section of this guide for

information on testing your audio device.

Note: For optimum recording performance and in-session
experience, it is recommended that you select a location

on your local hard drive.

Note: You cannot change the input device setting or the Save in location setting once you have started to

record a meeting. If you do not specify a destination location, the default is My Documents.
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P To record a meeting

1. From the Organizer Control Panel, click the File Optionz View Help
View menu and select Recording. =| Screen Sharing

2. Click Settings in the Recording pane and _

confirm that your Audio and Video options

are set appropriately. For detailed Audio and
Video options, click on the Need audio help? @

link and Learn more links respectively.

&
x

. . . Show My Stop Give Change
3. In the Save in: section, click the Browse Shawing Keyboard  Presenter

button to identify where you would like to o pauced  Scieen & Mouse
save your recordlng. Start Recording | §7.3 GB remaining Settings

Click OK to save your settings.

In the Recording pane, click the Start Recording button to start recording.

Click Show My Screen to capture the video portion of the recording.

No o A

Click File and select Exit — End Meeting.

Note: The lower you set your monitor resolution, the better the quality of the meeting recording. A resolution of 1024
X 768 is recommended for optimal recording quality. Since the recording will scale to the highest resolution among the
presenters in a recorded meeting, it is also recommended that all presenters set their resolution to the same setting.
Avoid displaying multiple monitors when recording a meeting.

Note: GoToMeeting will begin recording audio input from the time that the organizer clicks the Record button;
however, the screen recording will not start until the presenter begins showing his or her screen. If screen sharing is
not turned on during the course of the recorded meeting, the playback will show a black screen and play back the
audio recording.

Note: You must have at least 500 MB of space on the destination drive to record a meeting. If you have less than 500
MB of available space, GoToMeeting will display a warning when Recording begins. If space drops to 100 MB, recording
will be automatically stopped and you will receive a warning message. If you have selected to convert your recording
to Windows Media format, you will need 1.0GB (twice as much space).The Remaining: field in the Recording pane
refers to the amount of space available for recording that is listed in the Recording Preferences Save In: field.
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Playing a Recorded Meeting

GoToMeeting creates one recording file per meeting. If you stop and start a recording during
the course of a meeting, each recorded segment will be appended to the recording file in
progress for that meeting.

P To replay a meeting recorded in the GoToMeeting format

1. If you haven't already, end the meeting that you are recording and GoToMeeting will
automatically save your file with the date and time noted after the name that you gave
the meeting upon scheduling it. Impromptu meetings will be named with the date and
time of the meeting followed by Meet Now.

2. Navigate to the directory that is listed in the Save in: field under the Preferences
Recording tab.

Click the file name to start the replay.

Press Alt and Enter on your keyboard at the same time to maximize the Viewer
Window for best replay quality.
Note: You must have GoToMeeting installed, or download the GoToMeeting codec (G2M2 decoder) to view a meeting

recorded in the GoToMeeting format. Visit http://www.gotomeeting.com/codec to download the codec. Mac users
cannot view meetings recorded in GoToMeeting Codec format.

Note: Playing a recorded meeting back before ending the meeting may cause abnormal playback behavior. Be sure to
end the meeting before playing it back.

P To replay a meeting recorded in the Windows Media format
1. If you haven't already, end the meeting that you are recording.

2. GoToMeeting will save your file with the name that you gave the meeting upon scheduling
it, or Meet Now plus the date and time of the meeting and immediately start to convert
the recording file into the Windows Media format.

3. Upon completion of the conversion process, navigate to the directory that is listed as the
Save in: field under the Preferences Recording tab.

Click the file name to start the replay.

5. Press Alt and Enter on your keyboard at the same time to maximize the Viewer
Window for best replay quality.

Note: The conversion process begins automatically, immediately after you end a recorded meeting in the Windows
Media format. Allow time for the conversion to take place. The time needed is dependant upon video content, CPU
speed and amount of memory available. Due to the use of CPU resources, you may have to wait until the conversion
process is complete to resume use of the computer. GoToMeeting converts the recorded meeting into a Windows Media
Player file after the meeting is over, instead of recording direct to Windows Media format, so that impact on CPU
resources doesn’t bog down the computer during the meeting.

Note: Playing a recorded meeting back before ending the meeting may cause abnormal playback behavior. Be sure to
end the meeting before playing it back.
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Distributing a Recorded Meeting

Depending on the size, meeting recordings can be zipped and sent by email, sent by FTP or
posted on a Web site.

P To distribute a recorded meeting in the GoToMeeting format
1. Deliver the recorded meeting by email or FTP or post to a Web site.
2. Recipients must have Windows Media 9.0 or higher to view the recorded meeting.

3. Request recipients to install the GoToMeeting Codec at
http://www.gotomeeting.com/codec if he/she has not already installed it, or is not running
the GoToMeeting software on his or her computer.

P To distribute a recorded meeting in the Windows Media format

1. Upon completion of the conversion process, deliver the recorded meeting by email or FTP
or post to a Web site.

2. Recipients must have Windows Media 9.0 or higher to view the recorded meeting.

Troubleshooting Recording and Replaying a Meeting

To troubleshoot recording and playback

Please see http://www.gotomeeting.com/s/audiohelp and http://www.gotomeeting.com/s/audiolearn. These
pages are also linked from the Recording category of the organizer Preferences menu.
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Attending Meetings

Attendee Role Overview

A meeting attendee can be any person with an Internet connection. All that is needed to join a
meeting is the meeting ID and, if required, the meeting password. Attendees do not need to
subscribe to GoToMeeting; they meet at no cost to them, as guests of the organizer.

Attendees may be given the role of organizer and/or presenter from the original meeting
organizer at any time once a meeting has started.

Join a Meeting

There are several ways to join a meeting depending on how you receive the meeting invitation.
Joining a meeting requires no pre-registration or configuration.

Note: When joining a meeting, remember to also conference into the meeting using the conference call information
provided by your meeting organizer.

P To join a meeting from an email invitation, Outlook meeting appointment or
instant message invitation

1. Open the email, appointment or instant message that contains the meeting invitation.

Click the link provided in the email to join the meeting.

3. If prompted, click Yes, Grant or Trust to accept the download.
4. If requested, enter the meeting password provided by your meeting organizer.
5. When prompted, type in your name and optionally, your email address.

P To join a meeting from the GoToMeeting Web site

1. Open an Internet browser and go to www.gotomeeting.com.

Note: Attendees can also join meetings from www.joingotomeeting.com.

2. In the left navigation bar click the Join a Meeting button.
3. If prompted, click Yes, Grant or Trust to accept the download.

On the Join a Meeting window, enter the Meeting ID you received from your meeting
organizer.

If requested, enter the meeting password provided by your meeting organizer.

6. When prompted, type in your name and optionally, your email address.

P To join a meeting from your desktop

1. If you are also an organizer and GoToMeeting is already installed on your computer,

you can right-click the EB icon in the PC system tray or double-click the GoToMeeting
icon on a Mac and select Join a Meeting.

2. On the Join a Meeting window, enter the Meeting ID you received from your meeting
organizer.

3. If requested, enter the meeting password provided by your meeting organizer.
4. When prompted, type in your name and optionally, your email address.

Upon clicking OK on the Name and Email window, you enter into the meeting and the
Attendee Control Panel and the GoToMeeting Viewer Window appear.
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GoToMeeting Attendee Application Components

Once attendees join a meeting they see two GoToMeeting attendee components, the
GoToMeeting Viewer Window (a) and the GoToMeeting Attendee Control Panel (b).

JoCUments
% GoToMeeting Viewer
Watting to view jason v's screen
File View Help
=| Aftendee List (2] Max 16}

& [ NAMES - ALPHABETICALLY
Meet N ow & [¥l jason v (Organizer, Presenter)
Dan [Me)

Organizer: jason v | Presenter: jason v

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

Dial: (805) 879-4416

Access Code: 518-801-841 Audio Mode: O Use Telephone

Audio PIN: 60 ® Use Mic & Speakers
& @0no ne L1

Audio Setup

[I=I chat

Chat Log

[Type message herg]

All - Entire Audience
Meeting ID: 518-801-841

GololMeeting®

iy Start !_":;!C GoToMeeting

&)+ E
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The Attendee Control Panel

When attendees first join a meeting, the Attendee Control Panel appears on the right side of

their desktops. The Attendee Control Panel gives attendees access to various meeting
functions. The Attendee Control Panel is comprised of four panes —Attendee List, Audio, Chat

and Meeting Information — plus the Grab Tab.

After approximately 10 seconds the Attendee Control Panel automatically collapses to the right
side of the screen with only the Grab Tab displayed. The auto-collapse feature can be disabled

from the View drop-down menu.

The option to disable the auto-hide feature on the Control Panel is only available to

LY attendees using PCs.

Attendee List Pane — If enabled by the
organizer, provides a list of all
meeting attendees (a)

Grab Tab - Enables attendees

to minimize the Control Panel to

the side of their desktops and still access
Viewer tools (b) b

Audio Pane - If the organizer

has given attendees a choice in
how to join the audio portion of the
meeting, you can switch between using
Mic & Speakers (VolP) or
Telephone (c)

Chat Pane — If enabled by the
organizer, allows attendees to chat
with other attendees, either individually
or all at once, or with just the organizer
or presenter (d)

Meeting Information - Provided d

for quick reference (e)

File View Help
| =| Attendes List (2] Max 18)

=Bz

.l@_

HAMES - ALPHABETICALLY

=
& [W jason v (Organizer, Presenter)

& Dan (Me)

|[=] Audis
Audio Mode: O Use Telephone
® Use Mic & Speakers

&a e

Audio Setup

=| Chat

Chat Log

[Tvpe me=zage here]

L0

All - Entire Audience b

Meeting ID: 518-801-341

GoloMeeting®
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The Attendee Control Panel Menu Bar — PC Users

The Attendee Control Panel menu bar provides access to various application tools not
specifically related to attending a meeting. Menu options include File, View, Tools and Help.

File Menu File

The File menu allows PC-based attendees to edit how their
names and email addresses are displayed to other attendees,
save the meeting chat logs as .rtf files, manage their Save Chat Log...
preferences and exit meetings.

Edit Your Mame and Email, ..

Preferences. ..
From the Preferences menu, attendees can allow or forbid
bubble messages to appear when another attendee chats or Exit - Leave Meeting
when GoToMeeting notifies them of system-related actions
such as attendees joining or leaving a meeting.

View Menu ey

The View menu enables attendees to select how to display the
Viewer Window on their desktops and how the Control Panel
behaves when not in use. Attendees can also save a
customized layout or return to the Control Panel to the default
layout.

Full Screen
v iind o

v fAuto-Hide the Control Panel
Hide Control Panel

Default Cantral Panel Layauk
Save this Startup Layout

Help Menu  Hep

The Help menu provides access to the online GoToMeeting GoToMesting Help
Help file and to GoToMeeting software version information. A
There is also an option to leave feedback on the audio quality. Send Audio Feedback. .
Abouk GoToMeeting
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The Attendee Toolbar — Mac Users

GoToMeeting Menu GoToMeeting

The GoToMeeting menu allows Mac-based attendees to About GoToMeeting
manage their Preferences and quit GoToMeeting.

Preferences... 38,

GoToMeeting >
GoToWebinar >
Services >

Hide GoToMeeting 3H
Hide Others N¥#EH

| Quit CoToMeeting #Q

File Menu =

The File menu allows attendees to edit how their names and Edit Your Name and Email...
email addresses are displayed to other attendees, save the | Save Chat Lo
meeting chat logs as html files and leave meetings. 9...

Leave Meeting

View Menu m

The View menu enables attendees to select how to display the Full Screen
Viewer Window on their desktops. v Window

Audio Menu m

Thg Audio_ menu provi.des attendees another option for I Mute Me {JFEEM
managing their audio settings. They can mute themselves,
switch between telephone and VolP if enabled and select their | Use Telephone

audio input and output.

v Use Mic & Speakers

Audio Input >
| Audio Output [

Help Menu

The Help Menu provides access to the online GoToMeeting
Help file and to GoToMeeting software version information.
There is also an option to leave feedback on the audio quality.
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The Attendee Control Panel Grab Tab

The Attendee Control Panel Grab Tab enables attendees to minimize the Control Panel to the
side of their desktops and change the way the presenter’s desktop is displayed in the Viewer
Window. The Grab Tab changes depending on the status of the Viewer Window.

Attendee Grab Tab Attendee Attendee Grab
with Viewer in Grab Tab with Tab with
Window Mode Viewer in Full Drawing tools
Screen Mode Enabled by
Presenter
Click and drag to move
Grab Tab up or down (a)
Click to hide or display a =L @ = | 4 4
Control Panel (b) p i kb
Click the View button to —
change display modes (c) c

yourself (d)

o o ©
Click to mute or unmute | @ @ @

Click and drag to move e T, g e
Grab Tab up or down (e)

The Attendee Drawing Tools

Drawing Tools must be enabled by the presenter before they appear to attendees. The
presenter is the only one who can erase drawings. Drawing will pause when the presenter
pauses the presentation.

P To use a Drawing Tool

1. Click the Drawing Tools button on the
Attendee Grab Tab

2. Select an appropriate tool from the Drawing

Tools drop-down menu Drawing Tools: .
Note: Once the dra_lwing fef';\ture is selected, you can _right—click h‘ Normal nen-drawing mode
anywhere on the Viewer Window to change the Drawing Toolor =~
return to non-drawing mode. v g Pen S
A+ Highlighter
B Arrow

P To disable a Drawing Tool
1. Click the Drawing Tool button on the Attendee Grab Tab
2. Select Normal non-drawing mode
Or
Right-click/Control-click anywhere on the Viewer Window
2. Select Normal non-drawing mode from the Drawing Tools drop-down menu
Or

Press the Esc key to disable a drawing tool without going to the Grab Tab or Control Panel.
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Chat with Other Attendees

If enabled by the organizer, attendees can chat with other attendees by using the built-in Chat
feature in the Chat Pane. Or, they can just chat with the organizer or presenter.

e The Chat Log displays the text of all = Chat
public chat and chat between two
attendees (a) Chat Log

a "
e The Message Entry field enables jason v (to All - Entire Audience
input of chat text (b) Welcome to the mesting!

e The Send Chat to field enables
selection of chat recipients (c)

[Tvpe mes=sage here]

e The Send button transmits chat to
selected recipient(s) (d) All - Entire Audience

P To chat with attendees
1. Select the desired recipient(s) from the drop-down selection field.
2. Enter desired chat message in the Message Entry field.
3. Click the Send button.

P To reply to a chat
1. Select the desired recipient(s) from the drop-down selection field.
Or
Click the Attendee’s name within the Message Entry field.
Enter desired chat message in the Message Entry field.
Click the Send button.

P To save a chat log
1. Under the File menu, select Save Chat Log.

2. This opens the Save Chat Log to a File window that allows you to store the file locally.
Then browse to the location you would like to save it.
P> To auto-save chat logs

1. Click the General category on the GoToMeeting Preferences window and check Chat
Logs.

2. In the Save in: box, click Browse and navigate to the directory you would like to save
the chat log under.

3. Click OK.
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The GoToMeeting Viewer Window

The Viewer Window is where the image of the presenter’s desktop is displayed to attendees.
The Viewer Window can be displayed in either a Window Mode or a Full Screen Mode.

In Window Mode, the
presenter’s desktop is
contained within a scaleable
window.

Full Screen Mode expands the
presenter’s desktop completely
over your own. The Attendee
Control Panel/Grab Tab
remains accessible.

P To change the Viewer Window mode

e Click the Window Mode button from =
the Grab Tab.

£ Full 5
= Ull SCreen
Or @ &0 ¥ v
e Select Window or Full Screen from the @ & [ » auto-Hide the Control Panel =r)
View menu on the Control Panel. @ & Hide Contral Panel

Default Control Panel Layout

Save this Startup Layout
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Share Presenter Keyboard and Mouse

At any time during a meeting, presenters may share control of their keyboard and mouse with
any other attendee to enable that attendee to share control of applications on the desktop
being displayed.

When an attendee is given shared control, the GoToMeeting
application notifies all attendees of the change in control by

idi J Vis th
providing a System Bubble Message. ason vis ine new

Presenter.

Note: Even though an attendee may gain shared keyboard and mouse control of the presenter’s desktop, the
presenter always retains overriding control by simply moving his or her mouse.
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Become a Presenter

At any time during a meeting the presenter may pass the presenter role to any other attendee
allowing him or her to share his or her desktop screen.

When an attendee is made a presenter the GoToMeeting application shows a dialog box
notifying the attendee that he or she has been made presenter and updates his or her Control
Panel and Grab Tab with Presenter Tools.

The new PC-based presenter can click Show My Screen to present his or her entire desktop
(a) or click the down arrow to select a specific application window (b). For more information
about being a presenter, please see the Organizer/Presenter Control Panel section.

Mac attendees can share their entire desktop but not a specific application.

*X You're the Presenter, - GoToMeeting @

P ¥ou have been made the Presenter, b
\ \“.‘r/ /

a Please close confidential windows.

Wwhen ready: | Show My Screen j/

Mok ready? Click close ¥ in top right corner,

Become an Organizer
At any time during a meeting the organizer may promote any attendee to the role of co-
organizer to enable that attendee to share in meeting management functions.

When an attendee is promoted to the role of co-

organizer, the GoToMeeting application notifies the

attendee of the change by providing a System Bubble

Message and updates his or her Control Panel and Grab Erian iz nowy an Organizer.
Tab with Organizer Tools.

For more information about being an organizer, please see the Organizer/Presenter Control
Panel section.
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Leave a Meeting

An attendee may leave a meeting at any time.

P To leave a meeting from a PC
1. From File menu on the Attendee Control Panel, select Exit — Leave Meeting.

2. Click Yes on the Leave Meeting? window.

On the GoToMeeting menu bar, click GoToMeeting and then Quit GoToMeeting; or select File
'l;;4] and then Leave Meeting. You may also click the red X in the top left corner of the Control Panel
= and Viewer Window.
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The GoToMeeting Organizer Web Site

The GoToMeeting Organizer Web site enables organizers to view their account information,
scheduled meetings and meeting history.

Note: To schedule meetings, organizers need to log in to the organizer application. Please see the Organize Meetings
section for more on scheduling meetings.

Log In to the Organizer Web Site

To access the Organizer Web site features, organizers must first log in.

P To log in to the Organizer Web site

1. Go to www.gotomeeting.com and click Log In from the left navigation bar.

2. In the Returning Users section, enter your email address and password and click the
Log In button.

My Account

The My Account page enables organizers to view and edit their personal account information,
change passwords, set conference call preferences, view billing information and view their
account history.

P To edit account information
1. Log in to the organizer Web site.
2. In the left navigation bar, select My Account.

3. At the top of the My Account section, enter your current password, make any desired
account or password changes and click the Save Changes button at the bottom of the

page.

Change Account Password

You may want to occasionally change your Account Password to improve security. If your
account has a company administrator, he or she may require you to change your Account
Password on a regular basis.

P To change account password
In the left navigation bar, click the My Account link.
At the top of the My Account Details section, enter your current password.

w N e

Enter your new password in the New Password and Re-Type New Password fields

4. Click the Save Changes button at the bottom of the page.

Note: Your new password must contain at least 8 characters and include both letters and numbers.
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Audio Conference Options

The Audio Conference Option section allows you to set your default audio preferences. If you
select Both, your attendees will have their choice of dialing in with a provided conference call
number or connecting with VolP. Alternatively, you can provide your own conference call
number(s) in this section.

P To set Audio Conference Options
1. In the left navigation bar, click the My Account link.
At the top of the My Account Details section, enter your current password.

3. Select the default audio service(s) you wish to include with your meetings. To provide
local toll numbers for multiple countries, click the Add more countries link.

4. Click the Save Changes button at the bottom of the page. Changes apply to all
scheduled and future meetings.

Choosze Audio Conference Option

GoToMeeting Audio Service:

{:} VolP only (reguires microphone and 2peakers)
{3 Telephone only

{3 Provide your own conference call number

With GoToMeeting audio service:
Afttendees can speak if un-muted by an crganizer. Paneliztz and
organizers are un-muted by default.

Includes local toll numbers for:
Onied&nbzp; =tafes
Add more countries
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Billing Information

The Billing Information section enables individual GoToMeeting organizers to view and edit
their account billing information.

Note: This feature only appears for individual GoToMeeting organizers and does not apply to GoToMeeting Corporate
organizers.
P To view your account billing information

1. In the left navigation bar, click the My Account link.

2. Click Billing Information from the expanded menu.

3. Make any desired billing information changes and click the Save Changes button at the
bottom of the page.

Plan Selection

The Plan Selection section enables individual GoToMeeting organizers to view and edit their
GoToMeeting plan.

Note: This feature only appears for individual GoToMeeting organizers and does not apply to GoToMeeting Corporate
organizers.

P To purchase or change your billing plan

In the left navigation bar, click the My Account link.

2. Click Plan Selection from the expanded menu.
3. Select a monthly or annual plan and click Continue.
4. Enter or confirm your billing information and click Buy.

Account History

The billing information history section enables organizers to view the history of all activity for
their account billing information.

Note: This feature only appears for individual GoToMeeting organizers and does not apply to GoToMeeting Corporate
organizers.

P To view account billing information
1. In the left navigation bar, click the My Account link.

2. Click Account History from the expanded menu.
All billing activity since the account creation is displayed.

© 2009 Citrix Online, LLC. All rights reserved. 69



GoToMeeting User Guide

My Meetings

The My Meetings section enables organizers to manage their scheduled meetings and review
their meeting history. See Scheduling Meetings for information on creating new meetings.

Scheduled Meetings

Your scheduled meetings are first displayed when you log in to your organizer Web site but can
also be viewed my selecting My Meetings in the left navigation bar. Meetings can be started or

ended from this page and meetings currently in session can be joined.

P To view scheduled meetings
1.
2.

Log in to the organizer Web site.

The My Meetings page is displayed with a list of your scheduled meetings along with

meetings that are currently in session. The meeting subject, start date and time are

displayed.
Subject Date Time
Weekly Status Recurring In Session | End
Sales Demo May 28, 2003 300 FM
Team Meeting Jun 18, 2008 10:00 Al

Meeting History

Join Meeting

The Meeting History section enables individual organizers to view a report of completed
meetings, which includes the subject, date/time, duration and number of attendees. The
attendee names, email addresses and join/leave times can also be reviewed.

Note: GoToMeeting Corporate organizers can view up to 12 months of meeting data. Individual GoToMeeting

organizers can view 90 days worth of meeting data.

P To view meeting history

1. In the left navigation bar, click My Meetings and then Meeting History.
2. Select the time frame and click the Show History button.
3. Click the number in the attendee column to display attendee names, email addresses

and join/leave times.
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GoToMeeting Total Audio Service

GoToMeeting includes an audio conference service at no extra cost to you. Choose between
phone and Voice over Internet Protocol (VolP) or allow both options. Participants who join the
meeting via telephone dial a toll-based number that GoToMeeting provides automatically.
Participants are then charged their standard long-distance rate for calling this toll-based
number, just as if they made a regular long-distance call. Participants who join the meeting via
VoIP need speakers or headphones to hear the GoToMeeting session and a microphone if you
want them to speak. (We recommend a USB headset.)

Audio details can be found in the Control Panel once the meeting starts. GoToMeeeting will
automatically generate a conference call number, access code and Audio PIN for all attendees
joining via telephone.

You may decide to use the GoToMeeting Total Audio Service or choose another method of
bringing audio to your online meetings.

Note: If you choose to use your own audio service provider for the audio portion of the meeting, GoToMeeting will
include your dial-in numbers with the meeting information; however GoToMeeting audio features (such as VolP and
Control Panel audio management) do not apply.

Dialing In to the Meeting

At the specified meeting time, dial the conference call number. When prompted, enter the
access code followed by the # key and then your unique Audio PIN. Once in a conference call,
participants and organizers can enter commands using their phone keypads.

Commands Available to Meeting Organizers

Command Feature Details
*2 Count Provides the number of participants currently on the conference call.
*3 Exit Exits the conference call.
*4 Menu Provides a menu of available conference commands.
*5 Listening Sets listening modes for the audience. Meeting organizers can cycle
Modes through three listening modes by pressing *5.
e Open conversation mode (default)
e Mute the audience — the audience can un-mute themselves
e Mute the audience — the audience cannot un-mute themselves
*6 Mute/ Mutes the organizer’s line. Pressing *6 again will unmute the line.
Unmute
*7 Secured/ Secures the conference by blocking all other callers from entering.
Unsecured Pressing *7 again will open the conference again to callers.
*8 Tone controls Sets entry and exit tones. Pressing *8 sets the options.
e Entry and exit tones on (default)
e Entry and exit tones off
e Entry tone off exit tone on
e Entry tone on exit tone off
Commands Available to Participants
Command Feature Details
*3 Exit Exits the conference call.
*4 Menu Provides a menu of available conference commands.
*6 Mute/ Mutes the participant’s line. Pressing *6 again will unmute the line.
Unmute
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VolP Audio Device Recommendations

When using VolP for your meeting, audio quality can vary based on your audio

software/hardware manufacturer as well as your operating system.

Listed in order from best quality to poor quality

USB* headset connected to your computer

microphone

B

Best
n _
Headphones and USB* microphone
connected to your computer
Analog** headset connected to your
computer
Good
n . .
Headphones and analog microphone
connected to your computer
External speakers and USB microphone
m Fair
External speakers and analog microphone
+
Laptop built-in microphone and speakers Poor
External speakers and USB Webcam
Poor

\‘-. o

*USB Cable **Analog Cable
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VolIP Audio Setup — PC Users

P To select and test your Mic & Speakers settings

1. Right-click the &8 icon in the PC system tray and select Preferences.

2. Select Audio.

e Microphone Setup - It Rl e P T

is recommended that

you test your

microphone. To test, General
select your Webinars
microphone device Recording
from the drop-down Connection

menu and speak into
your microphone; if it
is connected
correctly, the sound
meter will light up
green. If the green
meter does not light
up, select another
device listed in the
drop-down menu and
repeat this test.

e Speakers Setup - Itis
recommended that
you test your
speakers. To test,
select your speaker

Category

Start U
= You will not be heard while testing your mic or speakers.

Meetings
e @ Microphone Setup

Integrations Select a device and speak into the microphone to test:

Logitech Microphone {Pro 4000)

The meter will turn green when your microphone is working.

o3} speakers setup
Select a device and dlick Play Sound to test:

SoundMAX Digital Audio

Click Play Sound and verify you can hear it playing from your speakers.

Automatically adjust my audio settings
Microphone boost - uncheck if people say you sound distorted

Send Audio Feedback

v L gaseeee

| d) gegeaan

CMute

Meed Additional Help?

’ 0K ] [ Cancel ]

device from the drop-

down menu and click Play Sound; if connected correctly, you will see the sound
meter light up green and hear a soundtrack through your speaker device. If you do
not hear sound after clicking Play Sound, select another device listed in the drop-

down menu and repeat this test.

e Advanced - GoToMeeting automatically adjusts audio levels. We recommend you
keep this checked. If you uncheck this selection, you must manually configure your
audio settings through Windows Sounds and Audio Devices. If your attendees can’t
understand you because your voice is distorted, try unchecking “Microphone boost.”

3. Click OK.
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VolP Audio Setup — Mac Users

Mac users can select audio devices in-session only. GoToMeeting automatically detects the
input and output devices connected to your computer.

P To select and test your Mic & Speakers settings

1. You can test your audio devices through the Audio pane of the Control Panel. If your
audio devices are connected correctly, you will see the sound meters in the Control
Panel light up green.

2. If the meters for Mic or Speakers do not light up green when you or others are
speaking, click the icons in the Audio pane of the Control Panel. A drop-down menu will
appear when you click either icon.

e Microphone: To test, speak into your microphone; if it is connected correctly, the
sound meter will light up green. If the green meter does not light up, select another
device listed in the drop-down menu and repeat this test.

e Speakers: It is recommended that you test your speakers. To test, select each
device from the drop-down menu until you will see the sound meter light up green
and hear others speaking in the conference. If the green meter does not light up,
select another device listed in the drop-down menu and repeat this test.

Audio Mode: () Use Telephone
(*) Use Mic & Speakers

S

g | | | |

v Built-in Microphone
Talkit  Built-in Input

Default
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Optimize VolP Audio Quality

Avoiding Call Echo

A USB headset is recommended (see VolP Audio Device Recommendations in this section).

Built-in or external speakers can cause echo. We recommend reducing the speaker volume
to a low level.

Webcams with microphones can pick up additional noise and cause echo. Using a Webcam
for your audio is not recommended.

Laptops with built-in microphones: Built-in microphones can pick up noise and cause echo.
Using a built-in microphone for your audio is not recommended. If you know how to turn
off your laptop’s built-in microphone, turn it off for your presentation (check your laptop’s
owner manual).

Echo from an attendee: If you suspect echo from an attendee, check who is talking at the
bottom of the Audio pane and mute that attendee or ask the attendee to lower his or her
speaker volume.

If you join your meeting via telephone make sure the audio setting in your control panel is
not set to User Mic & Speaker.

Reduce background noise (see next section).

See also VolP Organizer Tips and Best Practices in this section.

Avoiding Background Noise

A meeting is best presented from a quiet location.

If using a microphone, move the microphone closer to your voice and away from competing
sounds (i.e., computer fans).

Avoid moving or touching the microphone during your meeting.

A good quality headset is recommended. Webcams and built-in microphones can pick up
noise and are not recommended.

Dropped Words, Delay, Robotic Sound

Dropped words, delay or robotic sound is often due to poor network performance, lack of
memory or high CPU usage.

Close all applications you are not using for your presentation.

A dial-up Internet connection can cause poor performance. For optimum performance when
using VolP, we recommend a broadband Internet connection. See the System
Requirements section of this guide.
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If No One Can Hear You

Check Sound Device Settings

e Are the correct sound devices selected in the GoToMeeting Preferences menu? See VolP
Audio Setup in this section.

¢ If using a microphone: Does your microphone have a physical mute/unmute button on it?
Check that your microphone is not muted.

e If an attendee can’t hear you, his or her speaker volume may be off or set too low.

¢ Analog microphones are sometimes too quiet; we recommend using a USB headset or USB
desktop microphone instead.

e If you are using a desktop microphone, avoid touching the microphone since it may cause a
reduction in the volume of your voice.

e Speaking very loudly can affect the volume; try speaking at a lower level.

Internet Connection

e The speed of your Internet connection can affect one-way sound. For optimum performance
when using VolP, we recommend a broadband Internet connection. See the System
Requirements section of this guide.

Error Messages

An audio device (speakers or headset) is necessary to join a meeting using VolP. When an
audio device such as microphone or speakers is not detected, some of the following errors may
occur:

No Speakers Detected

An error message will appear if speakers (or headset) are not present or are not connected
properly, or if there is no sound card installed in your computer. You will not hear audio at this
time and will not be heard in the conference.

Check that your speakers (or headset) are properly =| Audio
connected and click Try Again in the Audio pane of
the Control Panel. Please see_VolP Audio Setup —
PC Users or VolP Audio Setup — Mac Users.

Audic Mode: () Use Telephone =
(%) Use Mic & Speakers

If you have the option to join the meeting via

telephone, you will automatically be switched to & st b
Telephone mode. Dial in to the conference using Audio Setup
the number and Audio PIN provided in the Audio
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No Sound Detected

After the first minute of a session, GoToMeeting looks for microphone input from attendees
who are using a microphone, have speaking rights and are unmuted.

If no input is detected, you may get a Trying to speak? error message. This error may appear
under the following conditions:

* You have not spoken or made any sound during the first minute of joining the meeting,
or

* The microphone device was incorrectly selected. You can click the Audio Setup link if
you are trying to speak but can’t be heard. Please see_VolP Audio Setup — PC Users or
VolIP Audio Setup — Mac Users.

o =| Audio
Trying to speak?
If others can't hear you, test your Audio Mode: () Use Telephone @
microphone using Audio Setup. (®) Use Mic & Speakers
.. ) 9@
Audio Setup

Talking: Gregg Tyler, Phone Caller

No Microphone Detected

An error message will appear if a microphone (or

headset) is not present or is not connected properly. =/ Audio

You will still be able to hear the meeting but will not Audio Mode: () Use Telephone )
be able to speak. (®) Use Mic & Speakers

Check that your microphone (or headset) is properly

plugged in. & | MO MIC DETECTED d) d0d

If you have the option to join the meeting via
telephone, you can switch to Telephone mode. Then
dial in to the conference using the number and Audio | Talking: Michzel Ramsey, Mike Suding
PIN provided in the Audio pane of your Control

Panel.

Audio Setup

Virtual Operating System (VMware, Parallels, etc)

An error message will appear if you are attempting to join a Meeting using VolP through a
virtualized operating system, such as VMware, Parallels, etc. In this instance, to connect to
audio, please choose one of the following:

e Rejoin the Meeting through a non-virtual = Audio
operating system. Audio Mode: () Use Telephone &)
e If you have the option to join the meeting via ® Use Mic & Speakers
telephone, you can switch to Telephone mode.
Then dial in to the conference using the number & i
and Audio PIN provided in the Audio pane of your
Control Panel. Auelio Setup

Audio not Connected
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Tips for Success

Prior to Meeting Start

If you plan to share your entire desktop, turn off any instant-messaging applications,
notification software or other programs that may interrupt or distract from the meeting.

Turn off any streaming media applications that may take up bandwidth and resource-
intensive applications that may be taxing processor ability.

Set the desktop display to a neutral background and adjust display settings to a mid-range
resolution (e.g., 1024x768) to improve the display for attendees with lesser settings. This is
also the optimal setting for recording a meeting.

Clean up your desktop before a meeting. Eliminate wallpaper and icons that may distract
your attendees.

Have the documents you wish to share ready to be accessed in one or two clicks.

Run a trial meeting with a friend to anticipate questions and to familiarize yourself with the
format of your online presentation.

Managing the Meeting

Arrive a few minutes early to greet the attendees as they arrive and start the meeting on
time. It also helps to have a welcome presentation running during this time. Your presence
in these opening minutes can help establish the tone and direction of the meeting.

Create a welcome message under the Meetings category of Preferences to greet your
attendees as they arrive at the meeting.

Provide an agenda at the start of the meeting, including estimated duration, and stick to it.
Inform attendees what the purpose/goal of the meeting is, what to expect and when and
how to ask questions and participate in the meeting.

Provide information on how to use equipment or services and how to get assistance if
needed.

Nominate a co-organizer to monitor and respond to the chat log when someone is
presenting.

Encourage participation by using open questions such as “What would you suggest?” and
“How do you feel about...?”

End the meeting clearly. Make sure all the attendees know that the meeting is formally over
and stay on the line to address any last questions.

Managing the Conference Call

Call in to the meeting from a location where there is little background noise.

Consider globally muting participants at the start of the meeting to avoid noise issues. Turn
off system prompts and sounds for when attendees join or leave a meeting.

Avoid using cellular and cordless phones because of static and use the phone handset or a
headset instead of speakerphones because of background noise, tunnel effect and sentence

clipping.
Turn off your call waiting. The beep of a new call on another line is heard by everyone on
the teleconference.

Avoid putting your phone on hold during a teleconference. Your hold music will play into the
conference call, and make it impossible for the other attendees to continue the meeting.

Introduce yourself when you begin speaking and ask other attendees to also identify
themselves before speaking. Not everyone in the meeting may know everyone else’s voice.

If you find you are having a sound quality issue, hang up and dial back in. Sometimes these
problems clear themselves up when the bad connection is terminated.
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FAQsS

General FAQs

I never received my meeting organizer invitation email. What should I do?

Sometimes the meeting organizer invitation email will get blocked by your email server as
spam. If you do not have the ability to check email in a spam folder, check with your
Administrator to see if the invitation can be resent. Otherwise, ask your administrator to
contact the account manager for help.

How can | see what future meetings |1 have scheduled?

To see what meetings you have scheduled, right-click the 88 icon in the system tray or double-
click the GoToMeeting Suite icon on a Mac and select My Meetings. After your login email
address is verified, you will see the list of scheduled meetings.

Likewise, you can log in to www.gotomeeting.com and view your scheduled meetings.

I forgot my password. What should 1 do?

First make sure you are entering your correct login email address and password — note that
your password is case sensitive and must contain at least 8 characters and include numbers
and letters.

If you still need to reset your password, just visit
https://www.gotomeeting.com/en_US/forgotpassword/forgotPassword.tmpl and enter your
email address. You can also reach this page via the www.gotomeeting.com login page. An
email will automatically be sent to your login email address to reset your password.

How long will my past meetings appear in my Meeting History?

Past meetings will appear in your Meeting History for 90 days, after which they will be deleted
from the system. If you would like to keep records of your meetings for auditing purposes,
have your administrator run a Meeting History report at least once every 90 days.

Why does the meeting pause when | open a window that 1 am not sharing?

The application sharing feature is set up to ensure that you are only sharing the specific
window that you have selected. If you inadvertently open a different window, GoToMeeting will
automatically pause the meeting to protect your privacy. Screen sharing will resume once you
have moved or closed the obstructing window. The Specific Application Sharing feature is only
available to PC users.

What happens when 1 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
transmit your desktop contents to your attendees. Instead, your attendees will see the Waiting
Room screen until you click the Play button to resume screen sharing. GoToMeeting Corporate
users can ask their account manager to upload a company logo to display on the Waiting Room
screen.
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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 Grab Tab and then selecting the application to share from the list of applications
presented. The application sharing feature is only available to PC users.

After I've given keyboard and mouse control away, how do I get it back?

As a security feature, you can regain control of your desktop/laptop 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.

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 the attendee may join future
meetings more quickly (without having to download all the files again). However, the 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.

Why would I 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 without interruption. Or, if you wanted to have a co-organizer to monitor and
respond to attendee chat questions while you focused on the task of presenting.

Is there a charge for using the integrated conference call service or VolP?

GoToMeeting is packaged with both VolP and a phone conferencing service at no extra cost to
you. You may decide to use one or both of these services or choose another method of
bringing audio to your online meetings. Our phone conference service provides a toll-based
number that is dialed by all meeting participants. Participants are then charged their
standard long-distance rate for calling this 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 avoid incurring long-distance charges then they can join the meeting with VolIP.

How do | save chat sessions from my meetings?

Under the File menu, select Save Chat Log. This opens the Save Chat Log to a File window that
allows you to store the file locally. Alternately, if you are using a PC, under the General
category of your GoToMeeting Preferences, you can check the box marked Chat Logs to
automatically save your chat logs to your local computer after each meeting.
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Do you offer training for GoToMeeting?

Yes, please see the Instructor Led Training and Video Tutorials sections of the GoToMeeting
help file for more information.

Is there a log of who has attended my meetings? How can | view information about
past attendees?

Sign in to www.gotomeeting.com with your email address and password. Select My Meetings
from the menu options on the left. Select sub menu, Meeting History.

The information is grouped by month. You can see your meetings in chronological order. Each
meeting contains the number of attendees, shown in blue. Click this number, and a window
opens listing the attendees’ first and last names, their email addresses and their join/leave
times. This information can be copied into another document.

Are Mac or Linux operating systems supported by GoToMeeting?

Currently Linux operating systems are not supported by GoToMeeting, either to host or join a
meeting. However, GoToMeeting does support Mac-based organizers and attendees.

As a Mac presenter, is my GoToMeeting Control Panel visible to my attendees?

Yes, if you are a Mac presenter, your expanded Control Panel will be visible to attendees as a
black silhouette and sometimes parts of the Control Panel are fully visible (not blacked out) to
attendees. This can obstruct a portion of what you are presenting. We recommend that Mac
presenters leave the Control Panel collapsed as much as possible during the meeting. If you
have a multi-monitor setup, we recommend keeping the Control Panel on your second monitor.

Is audio streaming supported in GoToMeeting?

Yes, online audio, or VoIP, is an alternative to dialing in with a conference phone number.
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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 go up for all
meeting participants. The amount will depend on the resolution and length of the video.

Also, certain versions of Windows Media Player with DirectX (Microsoft DirectX is an advanced
suite of multimedia application programming interfaces (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 directions on how to disable Hardware Overlay.

Why am | having trouble sharing specific applications during a meeting?

If you are using a multi-monitor enhancement application like UltraMon™ or ObjectDock™
software that adds a button to each window you may experience difficulties sharing specific
applications. Try to disable the window buttons in these types of applications to resolve the
issue.
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Recording FAQs
Why can't I record?

In order to record a meeting, you must use a PC and have Windows Media Player 9 or above.
You can download this for free at
http://www.microsoft.com/windows/windowsmedia/default.aspx.

Can meeting attendees record a meeting using the GoToMeeting recording feature?

No, only PC-based meeting organizers or promoted organizers have access to the GoToMeeting
recording feature.

How do | record a meeting with audio?

To record audio, an organizer must have a sound card installed on his or her computer. (If you
can hear music played on your computer, you have a sound card.) If you are using the
integrated Total Audio service, the audio you and your attendees transmit over the phone or
VolIP (using a microphone connected to your computer) will be recorded automatically when
you click the Start Recording button.

If you are recording a teleconference using an audio service other than Total Audio, 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. In addition, be sure that the Record Audio
option is selected from the Recording category in your GoToMeeting Preferences.

How can I improve the quality of my meeting recordings?

The lower you set your monitor resolution, the better the quality of the meeting recording. We
recommend a maximum resolution of 1024x768 for optimal recording quality.

What happens if I click the Stop button in the recording pane in the middle of a
meeting recording and then resume recording?

The meeting recording stops when you click the Stop button in the Recording pane and
resumes recording when you click the Start Recording button. However, a new file is not
created for each recorded segment of the meeting; it is simply appended to the existing
recording file. You will only have one recording file per meeting.

What happens if one of the presenters on my recorded meeting has a larger screen
than I do?

The recording will have the dimensions of the largest screen presented during the meeting.
The portions of a recorded meeting that show a smaller screen will display the image centered
in the playback window with a black border around it.
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How do | save my meeting recording?

Recordings are automatically saved to the path indicated under the Recording category in your
GoToMeeting Preferences when you end or leave a meeting. Meet Now meetings will be named
with the date and time plus the words “Meet Now,” while Scheduled Meetings will include the
meeting subject in the file name. Note that you cannot change the location where you would
like to save a recording once you have clicked the Start Recording button. If you cannot find
your recording, check the path listed in the Save in pane of your Recording Preferences.

Where are my recorded meetings stored?

The default destination for recorded meetings is the My Documents folder. You can change the
destination location only before recording begins. It is recommended that the designated
location have a minimum of 1.0GB of free space to accommodate the recording.

How do | play back a recorded meeting?

First you must end the meeting that you are recording. GoToMeeting will then automatically
save your file with the meeting name you designated at the time of scheduling as well as the
date and time. Impromptu meetings will be named with the date and time of the meeting
followed by “Meet Now.”

1. Navigate to the directory that is listed in the Save in: field under the Recording
Preferences category.

Click the file name to start the replay.

Press Alt and Enter on your keyboard at the same time to maximize the Viewer
Window for best replay quality.

*To view a meeting recorded in the GoToMeeting format, you must either have GoToMeeting
installed, or download the GoToMeeting codec (GoToMeeting 2.0 decoder) at
http://www.gotomeeting.com/codec.

**To view a meeting recorded in the Windows Media format, you will have to wait until the
conversion process is complete. GoToMeeting converts the recorded meeting into a Windows
Media Player file after the meeting is over so that the impact on CPU resources doesn’t bog
down the computer during the meeting. Allow time for the conversion to take place. The time
needed is dependant upon video content, CPU speed and amount of memory available.

***Playing a recorded meeting back before ending the meeting may cause abnormal playback
behavior. Be sure to end the meeting before playing it back.

When | play a recorded meeting, it plays back scrambled. Is there something | can
do to fix this?

If you experience scrambled playback of a meeting recording, which can happen if the
presenter used a multiple monitor setup, you can try the following:

In Windows Media Player, go to the Tools menu and select Options. Click Advanced under the
Performance tab. In the dialog that pops up, uncheck “use video mixing renderer”. Click OK
until you have dismissed all dialogs. Play the video again, and it should play unscrambled.

Can | edit a recorded meeting?

GoToMeeting Desktop Recording and Playback allows you to record and preserve meetings as
they actually occurred. You can use the editing software of your choice to edit those files.
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What is the best way to distribute a recorded meeting?

If a meeting recording is small enough, you can distribute it as an email attachment. However,
most recorded meetings will be too large for emailing. If this is the case, you may want to
upload the file to a Web server for easy access. Remember that Mac-based viewers can only
view meetings in the Windows Media Player format and that PC-based viewers must have
GoToMeeting or the GoToMeeting 2.0 Video Codec installed to watch a recorded meeting
created in the GoToMeeting format. The GoToMeeting 2.0 Video Codec is available to download
for free at: http://www.gotomeeting.com/codec and can be distributed freely. Regardless of
the format, all viewers must have Windows Media Player 9 or higher to view the recording.

GoToMeeting for Citrix Presentation Server FAQs
Organizer FAQs

Once 1 start a meeting, it runs on my local desktop. When 1 try to invite other
attendees using the “By email” option on the Organizer Control Panel, GoToMeeting
doesn’t integrate with my published version of Outlook. How can 1 resolve this?

You need to verify that the option that is selected in your GoToMeeting Preferences under the
Integrations category matches the option that is selected in the Advanced section of the
Integrations.

Attendee FAQs

When I am designated the presenter at a meeting, | can only show the applications
that are published to me from Presentation Server and nothing that is on my local
desktop. How can | present my local desktop?

Contact your Citrix Presentation Server Administrator about installing GoToMeeting on
Presentation Server. By installing GoToMeeting and configuring the recommended settings on
Presentation Server, all GoToMeeting sessions will be redirected to the desktop. Running a
meeting on the local desktop allows you to present everything on your desktop, if you choose.
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Contact Support

If you are experiencing problems with GoToMeeting or have questions, please contact:

e Customer support: gotomeetingcare@citrixonline.com

e Billing or account questions to: accounts@citrixonline.com

e Feedback or comments: https://www.gotomeeting.com/en_US/pre/feedback.tmpl

Country Toll-Free Direct Dial

U.S. and Canada 800-263-6317 805-617-7000
United Kingdom 0800-404-9279 001-805-617-7000
Europe 00-800-7770-0011 001-805-617-7000
Australia 0011-800-7770-0011 00111-805-617-7000
Mexico 001-888-840-6244 001-805-617-7000
India 000-800-100-3359 001-805-617-7000
New Zealand 00-800-7770-0011 001-805-617-7000

*Toll-free service unavailable in some areas
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