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Get Started

Organizer Quick Start

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

Install GoToWebinar

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

The GoToWebinar desktop application is used to host webinars.

e Download GoToWebinar

Start a scheduled webinar

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

e Schedule a webinar
e Start a scheduled webinar

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

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

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

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

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

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

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

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

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

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

Log in to your personal account

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

2. Either enter your Citrix ID (i.e., the email address and password created during sign up), or if you

are on a company SSO account, click Use My Company ID and enter your company username and
password.

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

IMPORTANT: Use My Com pany IDis only available if your systemadministrator has configured it for your account. if you're
unsure, contact your systemadministrator.

© 2015 Citrix Systems. All rights reserved. 2
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&3

GolToWebinar

Sign in

Please Sign In with Your Company ID

CimiX HEHBOS

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

4. If you want to access your personal account settings once you are in the account, choose My
Account from the options menu.

Schedule a meeting

IF O 'wang 1o crahd a mseting for & certaim tme,

© 2015 Citrix Systems. All rights reserved. 3
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Log in to the Admin Center
If you are an account administrator, you can log into the Admin Center directly.

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

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

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

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

3. Click Sign In.

| have a Citne 1D »

Please Sign In with Your Company 1D

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

© 2015 Citrix Systems. All rights reserned. 4
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Trouble logging in?
If you're having trouble logging in to your account, try the following:

e You may be trying to log in with the wrong type of Login ID. Click the Use My Company ID link or |
have a Citrix ID link, then try logging in again.
Are we lost? See why here.
Try resetting your password.

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

Forgot your password?

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

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

Enter your email address

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

Why are we lost?

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

© 2015 Citrix Systems. All rights reserved. 5
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CITRIX

You're not lost —we're lost.

Wie F.Irh!'.lll'!-:.]I.FF._ but we're not sure where you're trying to ga

Use one af the links below lo conlinue

Don't have an account?

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

e Unlimited online sessions

o Up to 1000 attendees per session

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

Testyour Connection, Audio or Webcam

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

Test your internet connection
Before a session

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

2. You will automatically be launched into session.

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

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

3. If you see a "Waiting for Organizer" message, you've successfully joined the test session. You
should be able to join GoToMeeting, GoToWebinar and GoToTraining sessions from this computer.
Close the "Waiting for Organizer" dialog to exit the test session.

Note: If you're unable to join the session, you may not have all the necessary software. See Join Help for more troubleshooting
tips, and make sure you have all the SystemRequirements.

© 2015 Citrix Systems. All rights reserved. 6
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&8 Waiting for Organizer - GoToMeeting =1

GoToMeeting - CONNECTION TEST ONLY
This is a recurring meeting

% Waiting for Organizer
Internet Cal:

Lise a headset or your microphone and speakers.
You can best your sudio setup whille you wait.

If you are the organizer, please log in, @ |English - English -

During a session (Windows only)

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

1. While in a session, open Preferences.

2. Click Connection in the left navigation.

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

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

Note: Youmay need to enter your Window s username and password or domain if you have a proxy that prevents you from
connecting to GoToWebinar. If you don't have a proxy, please checkto see that you have the minimum system
requirements.

5. Click OK when finished.

(" h
B Preferences - GoToWebinar =]
Category (Connection
Start U |
General Test your GoToMesting cormecton
e
.,.,.m:?; L, Chek Test Connection: | Test Connection
Inteoratans 2. If the cornection test fads:
h st the Support Cantar
Audio
Welbcam
Tt results
Connection test:  Passed
ok | [ cow |
-.
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Test your computer audio

Before a session
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1. Right-click the daisy icon ﬁ in the system tray and select Preferences.

2. Select Audio in the left navigation.

3. Configure and test your audio as follows:

¢ Use the drop-down menus to select which devices to use for microphone and speakers. If you do
not see the device you're looking for, ensure that it is properly plugged into your computer.

o If they are working as expected, you'll see the Mic meter & and Speakers meter =i light up in
green. If you do not see that happen, try selecting a different device.

o If needed, click Play Sound to play a noise to test your speakers setup.

4. Click OK when finished. GoToWebinar will remember your selection (unless the selected device is

disconnected before the next session).

B Preferences - GoToWebinar oy
Catagory Busdia
[Start Up |
General
Telam
-.m;-".ﬁi & wcrophone senp
Intageatens Sadact B canvice and spesk ko the micr ophaons o tesk:
Connection [ Mcrophone (Plantronics DAs0) x| & gpasooono
Veehoam The meter will burm green when your micraphone is working.
o3} Spoakers Schup
Select a device and dck Play Sound to best:
[ Speakers (Plantrerics Dasd) »| 4 ononeanod
Click Play Sound and verify you can hesr it playing from your speakers.
U
Advanced
[T Aubsmabesly adjust my Sysham mixer 15038
[#]Use sutomatic volume and noise processing
Usually improwes sudio guality when people are tallang. Unchedang
mayy improve the qualty of music or other audo sources.
bissd Additions Halg?
o | [ coea |
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During a session
1. You can use any of the following methods while in session:

¢ Follow the instructions under Preferences > Audio, as described abowe.

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

¢ Click Sound Check in the Audio pane of the Control Panel, then use the Sound Check window to
select your device and test the sound. If the audio isn't working as expected, try selecting
another device that's connected to your computer from the drop-down menu until the audio

indicators turn green.

= Audio
(3 Telaphone
Wiz & Speakers
& sl
[wiersphons [Legitech Webears £33 -
LN
_ X
[pustess
i S,
2y ﬁ.d |:f‘*2\ Ir\
<) \ 00
¢} Seeakers o

Speakers (Realtek

High Defimiti...})

@ Speakers Q
: Speakers
Flantronics
DA40 You're uging these speakers
You can also switch to Telephons modae

and use the dial-in infermation.

© 2015 Citrix Systems. All rights reserned. 9
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Testyour webcam

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

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

ﬁ Preferences - GoToWebinar = |

Category Webcam

Start
mlf B Webcam Sebup

Your camera;
Logitech Weboam C930e ddvanced

Select a display formal:
@) 44:3 (Hormal) O 18:9 (Widesreen)

Quesbions? it the Support Center

—— ]

© 2015 Citrix Systems. All rights reserved. 10
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System Requirements

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

The following are required in order to use GoToWebinar:

Desktop app
Operating system

Organizers and staff:
Windows 7 or later
Mac OS X 10.8 (Lion) or later

Attendees:
Windows Vista or later
Mac OS X 10.8 (Mountain Lion) or later

Internet Recommended broadband connection with 1+ Mbps
Web Browser

Google Chrome v39.0 or later
Mozilla Firefox v34 or later

Internet Explorer V8.0 or later
Safari \6 or later

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

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

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

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

Free GoToWebinar App from the App Store
Hardware Headset recommended for VoIP audio

© 2015 Citrix Systems. All rights reserved. 11
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Android app

Operating system

IAndroid 4.0 or higher

Internet

iFi recommended for VolP

Additional software

Free GoToWebinar App from the Google Play Store

Hardware

Headset recommended for VolP audio

Windows Phone & Windows 8/RT app

Operating system

Windows 8 or Windows RT

Internet

iFi recommended for VolP

Software

Free GoToMeeting App from the Windows Store

Instant Join app

Operating system

Linux
Google Chrome OS (Chromebook)

Web Browser

Google Chrome v39.0 or later
Mozilla Firefox v34 or later (Linux only)

Internet

Recommended broadband connection with 1+ Mbps

Hardware

Microphone and speakers (USB headset recommended)

© 2015 Citrix Systems. All rights reserved.
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Manage your Account

Forgot Your Password

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

Forgot your password?

1. Go to the Forgot Your Password? page.

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

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

Enter your email address Continue »

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

Can’'t AccessYourAccount

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

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

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

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

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

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

© 2015 Citrix Systems. All rights reserved. 13
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Change YourLoginInfo

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

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

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

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

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

My Account « Change Login Info

Change Login Information

Step 1: Change Email Address or Password

Email Address You will use this 1o log in
to yaur accaunt
Change Your Password Passwond must contain:

| « B8-32 characters
« Leners and numbers

Re-Type Your Password

Step 2: Enter Your Current Password

Current Password

Faorgot password?

Save Changes Cancil

© 2015 Citrix Systems. All rights reserned. 14
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Change YourPlan

You can change your plan level at any time. Since your senice is pre-paid, changes made to your plan
won't take effect until the end of your subscription period.

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

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

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

5. Click Purchase Now. You can click Edit next to Plan Details or Billing Info to make any changes.

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

© 2015 Citrix Systems. All rights reserved. 15
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Plan Details

8 Cojanoration Portfolic Manthly Plan
4 GoTol ramng atendess, 500 GoToVistesar siieateas and 145 Gololbesting atandess

w [Ramews ulomadcaly on age 21, 2013

My Acchurt + Chousd § Aan

Choose a

» UasterCard = 1088 will 5+ charged B899 00 LSS0 tax nal mdciud

Login inta

AN G

Recent Biling Activity

Mar2Z, 2013 Pan Renswed
Mar 32 2013 Plan Renewed
Fen22 2013 PuanRengwsd

Select the number of organizer seats you need: _Vmsal =

PFersonal infe

Mg Liam Collaboration tantniy Plan Annual Plan

Primany Language: £ fali
Time Tone Pacific D Pe =
GaliohAeeting

T8 m=ntess

Gal\ebrar
500 mrendenn

GalipTrasning

2 weaers
My &
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V4

Change Pan  Turm Off Renaval

Collaboration Portfolio Plan

By el B masn By o g bl phad e

A§8.00~0 4 TR 00

Eaun FIEEE

seoanl © Chaoess & Plan

Confirm Your Plan

More W

Jelecither

28 anemce-

:

ncludas C

Plan Details o«

W Comsoration Porticas Monihly Pian with 25 545900 USD
GaTeTramng atesdees, 500 GoTolWebirar
FREndedd 302 22 GaTollaetnp shEncess
1 arganizer seal

Total Monthly Charges $455.00 USD
Staring Apr 21, 2013

Billing Infa £

HasderCart = 1088
Expres 15815

Urde Lan
Tatd Holass &ve
Golein, CA 2311T-2583

Linied States
Fhang WE-SE-IV
HE e Plan Reture 0 Wby Account
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Edit Your Personal Info

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

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

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

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

My Account ¢ Change Personal Info

Change Personal Information

Your Mams

Frresd Fish

Primary Language

English | -

Time Fome

(GMT-0800) Paclic Time (U5 and Canada); Tijuana =

Daytime Phompe joptional)

For Suppartvia Twiller Why wa ask

Twitter Usernama (optional)

Emiail mi usage ips. ofers and quaterly néwslethers fram
«| GoToTrammg ¥| GoToWebinar

GoToMesfing

Save Changes Cancs
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Update Your Billing Info

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

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

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

Ky Account 5 EG Billing inko

Enter Your Billing Information

Maddie May

BO55565565 \Mnfed Stases . .

Address

124 Santa Barbara 51

TowndCit Sata Prownce
Santa Barbara Cakfornia =
Zip/Fosisl Code
a1m
Cradd Card Numbar
HOO0OUCODT111 WIS

Eipiras “ard Secumty Code

0 [Jamuary) - 4 = oo [

Save Lhanges Fnce|
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Set Your DefaultLanguage

You can set your default language for how you view the GoToWebinar website from the My Account
page. After you've chosen your preferred primary language, you can view the GoToWebinar website in
that language. You can also choose your preferred language while you're in-session — whatever language

your operating system is set to is the default language for your in-session experience, but you can
change that at any time from your Windows computer.

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

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

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

My Account s Change Personal Info

Change Personal Information

Your Name

Sandy Simpson

Primary Language

English [=]
Timea Zona

(GMT-08:00} Pacific Time (US and Canada); Tjuana [=
For Support via Twitter, Why we ask

Twitter Usemame {optianal)

Save Changes = Cancel
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Chooseyour language in-session (Windows only)

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

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

9

language from the Globe icon

Updatesto Your Account

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

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

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

GoToMeeting Updates

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

Schedule meetings even faster and easier:

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

e Schedule and start your meetings directly from the website.

o Designate a GoToMeeting organizer to host meetings on your behalf with the new meeting co-
organizer feature. Watch the Co-Organizer Basics video (3 min) to learn more!

Personalize your meeting experience with new settings options:

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

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

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

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

Try our latest features and tools using Citrix Labs:

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

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

Schedule webinars even faster and easier:

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

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

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

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

Learn more about your audience:

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

Improve vital email communication:

Re-send invitations to individuals and cancel registration on behalf of registrants as well.
Preview the automated webinar communication by sending yourself a copy of the confirmation and
follow-up emails.

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

Leverage the content you create:

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

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

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

e Allow organizers on Macs to archive recordings.

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

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

Schedule trainings even faster and easier:

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

Easily manage your trainings with improved website usability

Quickly find content such as tests, materials, polls and co-organizers using the search function.
Generate reports to view training history.

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

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

Easily record your events and share them with your learners:

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

Corporate Admin Center Updates

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

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

Create custom invitation templates to match your business processes.

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

Manage user settings even before the user accounts are activated.

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

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

Create a localized user experience by setting the primary language.

e Sawe important meeting links with the ability to reassign scheduled meetings to another user.

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

e Generate usage and bill reports for Open Voice Integrated senices.

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

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

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

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

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

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

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

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

-
c“n!x. Gc-'-:-'-'ct'.ﬂ@-"- Supgart || Lo Oud

My Account

Flan Details

@ GoToMesting Monthly Flan Changs Plan ! FulnmkrmmI!
25 atRendees
Ve Qandbir Saat My Masings =

» Fopver sutomascaly on Mas 2, 2018
 Visa = 1111 wil bg Chagged § *= "0 1o Sos medie
My Arcoent « GaTollawing: Tun OF Renwwal
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Renew your plan

1. Log in to your online account.

2. Select My Account in the top navigation.

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

GoToWebinar User Guide

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

reactivate immediately!

Note: Youw llbe billed automatically on your billing start date.

CiTRIX

My Account

Plan Details

GoTeMeeting Manthly Flan

25 attenders
1 organizer seat

+ Expirgs on Mar 2, 2015
& Mesbsgsan

My Account

Ranaw Plan

aeecperve Renew Your Plan

L2

Billing Info

GoToMeeting Plan Details | Edi )

GaoToMeating Monthly Pan
5 anendeey
1 afganiter Lau

$2.00UsD

Total Menthly Charges £49.00 USD

Stadting Mar 2, 2015

Edi

Wi = 1111
Espires 12023

dane Doe

123 Main 51

Schanectady, NY 123450001
Urited S1a%es

Phina: G55-585-5655
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Billing and Cancellation FAQs

Review frequently asked hilling and cancellation questions.

How do | change my password?

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

How do | cancel my paid subscription plan?

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

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

How do | change my plan or switch products?

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

Can | changeto a different GoToWebinar attendee tier without affecting my
upcoming sessions?

Yes, changing your plan will not affect your previously scheduled sessions. You can always switch to a
higher attendee limit prior to your scheduled event.

Log in to your account, and select My Account > Change Plan. Then select a plan and click Purchase
Now.

What charges apply when | change my plan?

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

e If your new plan selection increases your subscription price, you'll be prompted to enter payment.
Once finished, you'll have instant access to the features for the new plan. Your subscription billing
date will change to reflect the date of the change in plan.

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

My account lapsed. How do | reactivate it?

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

How can | review the charges billed to my account?

You can see your account history by logging in and viewing your recent billing activity at the bottom of the
page.
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How do | get answers to billing questions or request arefund?

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

Will I get a receipt for my purchase?

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

Preferences (Windows)

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

e Windows users can access Preferences by right-clicking the GoToWebinar daisy icon &8 in the
system tray, or from the File menu while in-session.

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

Start Up preferences
These settings allow you to determine how GoToWebinar is launched and updated.

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

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

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

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

General

File save sattings

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

Save in:

Ci\Wsers\<usermame =\Documents

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

Mame Jane Doe

Emal | jane.doe Ecompany.com]|
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Meetings preferences

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

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

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

Note: If vou disable the Chat Bubbles option, a new message icon w il stillappear on the Grab Tab to notify you of new chat
messages as they are received.

Meetings

Show attendees
When I host a mesting, start out allowing attendess to
[¥] View the Attendee List
(V] chat
|when attendees arrive, show them this chat message:

Show me
[¥] Chat bubbles
[] &rrival and departure messages
[7] Presenter change messages
[¥] Kryboard | mouse contralier change messages
[¥] Orgariizer promotion messages
[¥] usage tips

My nterface color

Select Calor: -
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Webinar preferences

Webinars

Show me

[¥] Chat bubbles

[¥] asrival and departure messages

[¥] Presenter change messages

[V Keyboard [ mouse controller change messages
[¥] Crganizer promotion messages

[]usage tips

Training preferences
Trairings

Show me
Chat bubbles
Arrival and departure messages
Presenter change messages
Keyboard / mouse controller change messages
Organizer promation messages
Usage tips
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Recording preferences

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

Note: Be sure to checkyour audio device settings under Audio. Mac users can only view meetings recorded in the Window s Media
Player format.

1. Select Recording in the left navigation.

2. In the Audio section, choose how you want the audio to be recorded:

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

eUse GoToWebhinar audio service: Records everyone who speaks via VolIP or telephone.

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

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

Using GoToMeeting Using Your Own Audio Service
Integrated Audio

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

To record just your wice, you will need a microphone
connected to your computer.

If you want to use VolP with your own audio
service, please contact your Account Manager
(GoToMeeting corporate plans) or Global
Customer Support (GoToMeeting plans).

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

3. All recordings must be converted before they can be played back. In the Recordings section, select
whether or not to be reminded to convert recordings each time the session ends.
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5. When your recordings are converted for playback, the recording files are saved to the Documents
folder by default (C:\Users\<username>\Documents). You can select another folder by clicking

Browse, navigating to the desired location and clicking Save. It is recommended that you choose a
location on your hard drive.

4. In the Preferences window, click OK.

Recording

Audio

() Don't record audio

@) Use GoToMeeting integrated audo
Recards everyone who speaks (via microphone or telephone).
(71 Use your own audio service

Requires a physical mput device. A microphane will record just your
vaice, A phone patch device will record everyane who speaks,

Meed audio help?

Recordings

Recordings must be corverted before anyone can view them,

(@) Remind me to convert recordings after each recorded session

() Den't remind me to convert recordings

CiWsersYaurare \Documents Browse

| Convert Recordings Now |

Recording preferences

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

e Audio - Allows you to enable or disable recording the audio portion of your meeting. To record,

choose which audio service you have scheduled to use for your meeting (see the following table).
e Video - Allows you to select the meeting recording output format and destination for saving the file.
e Save in - Select the folder in which you want to save your recording.

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

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

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

to a calendar and automatic creation of email messages with meeting information.
e Show GoToMeeting Toolbar in Microsoft Office - Display the GoToMeeting Toolbar in Microsoft
Word, Excel and PowerPoint.
Note: Changes w illonly be displayed after restarting Outlook, Lotus Notes and/or the instant-messaging application.

Integrations

GoToMeeting integrations
[F] e GoToMeeting with
(@ Microsoft® Outlock®

IEME Lotus Motes® (not detected)

() My default email application

Connection preferences

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

Note: To ensure avalid connection test, w e advise that you refrain fromtesting your connection unless a GoToMeeting Global
Customer Care representative directs you to performthe connection test.

Connection

Test your GoToMeabing connecton
1. Click Test Connection: Test Connection
2, If the connection test fails:
visit the Support Center

Tast results
Connection test:  Passed
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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. See GoToMeeting Integrated Audio for
more information.

e Microphone Setup - Select a microphone from the drop-down menu. To test, speak into your
microphone; if connected correctly, the sound bar will move when you speak.

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

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

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

Audio

Q Microphone Setup
Select a device and speak into the microphone to test:
[Microphone (Logitech Webcam €93...) »| & 000000000

The meter will turn green when your microphone is working,

o) Speakers Setup
Select @ device and dick Play Sound to test:

| speakers (Realtek High Definit...) =] 4 ooooo000s

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

Advanced
[¥] Automatically adjust my system mixer settings
[¥] Use automatic volume and nolse processing

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

Meed Additonal Help?
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Webcam preferences

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

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

e Selectadisplay format - Adjusts the aspect ratios of webcam feeds. (4:3 is the normal display
and 16:9 is the widescreen display.

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

Webcam

B Webcam Setup

Your camera:

Logitech Webcam C930e Advanced |

Select a display format:
@ 43 (Normal) 16:9 (Widescreen)

Questions? Visit the Support Center
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Preferences (Mac)

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

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

a8 nn Preferences - GoToMeeting
Bl General

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

[ | Always show my name and emall like this

Mame

Email Address

Email Integration

[ﬁ Use GoToMeeting with default email application

General Preferences

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

Recording Preferences

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

them).
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Meeting Preferences

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

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

Webcam Preferences

The Webcam tab allows you to select a camera to use for your wbecam as well as a display format.
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Install and Upgrade

Download GoToWebinar

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

Install on individual computers

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

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

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

Install on mobile devices

Mobile users can install the GoToWebinar free on iOS, Android or Windows devices.

¢ Download the GoToWebinar app for iOS on the App Store.
e Download the GoToWebinar app for Android on Google Play.

Trouble downloading?

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

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

e Join a Session
e Join a Session FAQs
e Join Help
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Automatic Updates

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

Enable or disable automatic updates

Note: If you prefer to be prompted every 24 hours the nexttime anupdate is available, you may turn off automatic updates, but
you'll be required to go through the dow nload process.

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

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

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

@ Preferences - GoToMeeting ]
Category Start Up
StartUp |
General Start
Meetings
Webinars @ Automatically after Ilog in to Windows
Trainings
Recurrc'i';g ) Manually
Integrations
Connection .
Audia Login
Webcar [ | Remember me on this computer

Show me desktop notifications
Remind me of upcoming Meetings

Periodically synchronize reminders with My Meetings.

Automatic Updates

[+] Austomatically nstal updates (recommended)

Visit our website to learn about our latest updates

QK Cancel
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Steps for Installing on Windows

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

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

About the installation package

The installation package includes the following components:

GoToWebinar desktop app

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

GoToWebinar Launcher app

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

Note: If youremove the Launcher application at a later time, vou'll need to ao through the entire dow nload process again.
We don’'t recommend that you do this if you frequently join w ebinars, as you will lose the benefit of faster join times.

Web Deployment browser plugin (optional)

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

(= | =) i
Cnm Cnline X %
o C K |8 CitrixOnline LLC [US]| hitps:y/download citrixanline.comy,launcher 2/ laur ] i Time=14 [ H | =
o Citrix Online Web Deployment Plugin 100,104 needs your permission to r... | Run this time | | Always run on this site | Leam moge
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Download the desktop app

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

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

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

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

Mozilla Firefox®

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

Cpening GoToWebinar Launcher.exe ﬁ

You have chosen to openc

» | GoToWebinar Launcher.exe

which is: Windows Installer Package
frome hitpsy/fdewnload citrienline.com

Would you like to save this file?

Save File Cancel |

e Click the Downloads button # in the toolbar, and then select the "GoToWebinar
Launcher.exe" file.
e Click Run if prompted.
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e E=NEC
| 4% Citrix Onling x — :
-
{-' B Citrs Owdine LLT (UIS) | g/ Fdoenlosd cnmomline. £ om Leinches D lsunch bamdtstan Time s 1400 [ ] m"l::«'ﬂ_—"ﬂ P 'ﬂ E |_!’_.| b =
GeTeWebingr Launcher oo
GoTo\\et rz:f—p,. Click Save File in the @“ - 286 KB — dibrisnnling com — 1215 P Y
" dialog box in the center. =
Shorar A1 Divarnloads
o 3!
Open File - Security Warning =\ auncher
aRCOngs. pul 8 nol please resis Mee Sovwnlnad
D s wrant 1o nun this file?
ET. Mo . ey T ebinar Laundher. eoe
Type: Apphication
From: Colliemisurse DoanlosdriGoToWebinar lagn_ | [0 ITE

 rn D[ e |
] Abwarys msic besfors apening thes e
I@ Wikl fle broem thay Inteereet Con e il e i Bype can

potentialy harm your computer, Oy rum softwes from pubiishen
you st ¥t 'y the s

Google Chrome™

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

Run GoToWebinar Launcher

£32

The downiaad sheoald sulomatically bagin in 3l seconds, bul i mot, pleass restsn ha downinad

Quwestions?
= Coedget Globa! Cuglomer SUppon of twei 10 us Setowasinar

= Thig downiean inckudes Sofaware componants Tt you Can digatde 3t any Sma

Cipen File - Secunty Wamdng.

[===)

Do yoss wesrd 1 st Tl 7
_ Click GoToWebinar [= M _seareDowniosstiGaTawebing Launder. oot
o Launcher to begin. LI W p
Type: Appleation
From: Colber Jassare'D S GaTaWebina Laun..
€O corombinntnmcon Cradiew L
: — | Ay i baforn opening Sh s -
§ Wiltsby Show from the infermt Gan be wanfil. thia file broe can
mmwm.hmmmm
reutat, jihal s the dgh T
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Internet Explorer®

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

ﬁ Run GUTowe.binﬂr | miirmesbhar

The Giramiiied Shouid Jalomatcally Dage |
Click Run to start
) GoToWebinar,
Quaestions 7
+ Comacl Global Cusiomer Suppor] or tweet 10 us Egotowebinal
+ This downioad incudes softwats componsnts thal you Can de-ace s @iy e
Do you want bo run or tave GoToWebdnar Lagncherexe from downlosd. citrixenline com’ @ Soe | ™ Cancel 2 L

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

¢ Citrix Online Launcher [

6 Connecting to GoToWebinar.,..

b EET—————————

Downloading GoToWebinar

(@ Verifying ID - GoToWebinar (02N

Verifying Webinar 1D...

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

Note: If customers remove the Launcher application at a later time, thev'll need to ao through the entire dow nload process
again. We don’t recommend that customers do this if they frequently join support sessions, as they will lose the benefit of faster
join times.
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Run the desktop app once installed

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

application on the customer's behalf.
Mozilla Firefox

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

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

2. Click OK to continue. The Launcher application will then start, as shown in Step #3 abowe.

i b
Launch Application &

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

Choose an Application Choose...

[] Bemember my choice for gotomeetingl468 links.
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Google Chrome

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

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

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

External Protocol Reguest

Google Chrome needs to launch an estemal applicatson to handle
citrmonline: hriks, The hnk requeited iz ctroanime:ff

dowmload citrimonhing comlauncherdAsnch/ed-EQpIMEGZS-

ot Tern{Gfin/eeamlp Tagedb Me_gyy S0 EXz_ro 0w 0IPuoOlamikbby38f...
g9k QEBFRrS Gd 45 PN MK quaB DWW s TDe ZGRF gl -
V1TIghipo-

GANIOBR B Z eIk B B3 S b Jwed_ ke kS fUNThiHdoglH_E13he gk,

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

SCAUserssurane\AppDatat L ocaf it Launcher
WoitrOnlineLauncher.exe™ “fuQsfrgs fdownload.citrionline. comy
launcherd)

L gk CKBFAEES 08 5 SITPFIN 2N g quaBTW TD D AR b agwe-1)r-
WiTigVipa-

GANICIAR DOtk T B BTy hard ek S_AUNThHdofH_EI3U FAgec”
[f you diid ot initizte this request, it may represent an attempted attack on
your fystern. Unless wou took an explicet action to infiate this request, wou
thould preis Do Mothing.

+| Remember ry chaice for all links of this bype.

Launch Application Do Mo thineg

Internet Explorer

Customers running Internet Explorer VO or newer will not be prompted by any additional dialogs.
Customers running V8 or older will be prompted to manually launch the applications.

1. Click Launch GoToMeeting in the web browser.

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

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

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

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

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

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

Note: If youremove the Launcher application at a later time, vou'll need to go throuagh the entire dow nload process again.
We don’'t recommend that you do this if you frequently join w ebinars, as you will lose the benefit of faster join times.

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

Do you want to trust the website

“download.citrixonline.com” to use the “Citrix Online Web
{£+5) Deployment Plugin 1.0.0.105" plug-in?

You can manage which websites you trust to use this pleg-in in the

Security pane of Safari preferences.

7 Newer for this Website Trust Not Now
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Download the desktop app

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

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

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

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

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

8600 Cirrixx Online :
A e s ||| 4 | i Online LLC @ dewnload citizonling.com c oll

Once & window opens, double-cli —
the Citrix Online Launcher €
application,

Golc Click @] above, then double-click
Citrix Online Launcher.dmg.

eMozilla Firefox®
Select "Open with" then click OK when prompted (click restart the download in the browser
window if needed).

[-NsNs] Opening Citrix Online Launcher.dmg

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

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

What should Firefox do with this file?

(=) Open with DiskimageMounter (default)
Save File

Do this autematically for files like this from now on.

eGoogle Chrome™
When the download finishes, click Citrix Online Launcher file.zip at the bottom of the page to
open the file (you may need to refresh the page and/or click download & run).

Once a window opens, double-click the

Glicki sjiialicicpanlib Citrix Online Launcher application.

TRIX'

o Citrix Oaline Launcher.dmg =, & ShowAl  x
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3. When the Citrix Online Launcher window opens, double-click the Launcher icon <.

006

Opening "Citrix Online Launcher.dmg"...
Cance

Finishing... & M A .. Citrix Online Launcher

(4 )

ol N

Citrix Online Launcher

4. You will see a message noting that "Citrix Online Launcher" is an application downloaded from the
internet. Enable the "Don't warn me [...]" check box, then click Open to continue. The GoToWebinar

application will then finish downloading and automatically launch. Once the download is done,you will
be able to join future webinars even faster!

"Citrix Online Launcher” is an application downloaded
r @ . from the Internet. Are you sure you want to open it?

Don't warn me when opening applications on this disk image
Citrix oI5 ¢ nage “C .

Firefo: this dis

trix Onling Launcher.dmg.

7 Show Disk Image Cancel Open

4

See Run GoToWebinar_once installed for more information about joining future webinars.

Note: If youremove the Launcher application at a later time, vou'll need to go through the entire dow nload process again. We
don't recommend that you do this if you frequently join w ebinars, as you willlose the benefit of faster join times.
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Run the desktop app once installed

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

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

arm Launch Application

This link needs to be opened with an application.

send o
GoToMesting
_— T E—
Choose an Application ([ Choose...

b = TNV S

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

f_-CanceI}( OK ;1
P
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If you are running Chrome, it may request your permission to open an external application (i.e., the
Launcher application or the GoToMeeting desktop application) by prompting you with an "External

Protocol Request".

1. Select the "Remember my choice for citrixonline links" check box to awid being prompted by

the dialog again when joining future webinars.
2. Click Launch Application to continue.

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

External Protocol Request
. Google Chrome needs to launch an external application

to handle citriconling: links, The link requested is

citrixonline:/ fdownload, citrixonline.com flauncher2
lauameh fe0-ykMiDaH4_rKqkESXgBTZB1WaCE| AwEr B-
bW 7 QG- nVapWa bBFOCYRPMYCZVEIE....

gIWSCARXZO1ZsnCvTgT_PilulHEMPIKWIWUrkWarULOD
O7s510H2 5C_CwjGEeqFRzODRHgEMMEOgIS ppXcEMAF

YIBUPGHSUCWPCDEFrksGF 5fm 3LWni0giBMaSc.

The following application will be launched if you accept

this reguest:

Citrix Online Launcher

If you did not initiate this request, it may represent an
attempted attack on your system. Unless you took an

explicit action to initiate this request, you should press

Do Nothing.

Remember my choice for all links of this type.

{ Do Nothing

Launch Application

)

A

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

The application is in a folder named “CitrixOnline.” To see the
application in the Finder without opening it, click Show

Agplication.

L.

( Show Application )

[
L.

Cancel

y
v

r
L.

Open

)
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Disablethe LauncherPlugin

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

2. Select the Firefox menu > Add-ons.

i)

Mew Tab b 17 Bookmarks #

F¥  Start Private Browsing History [
" Downloads

Find.. & Add-ons

Save Page As... Optiens k

Send Link... Help ¥
&= Print.. k

Web Developer +

Full Screen

Set Up Sync..,
B Eat

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

[EE—— L= 12 o
| i Add-nr Manager L-l-_
L ] B~| | Sewrchail add-ons H
Check to see o yois plisging ane up to- date
i Get Add-ons & Citrix Online Web Deployment Plugin 1.0.0.39
Citre Omilne App Detector Plugen  [Yorg Drusble
o Extensions & downloadUpdater 1.1.0.2 ]
npdnu  felore Dsshle
;-{:; Appearance
. downloadUpdater2 1.3.0.0
. F’Iugins npdnupadster? e Dinshle
™ Google Update 1.3.21.111
Google Update  hore Disshle -

You can re-enable it again by clicking Enable. Please note that each time you download and execute
the Citrix Online Launcher file, the add-on will automatically become re-enabled.

Disable the Citrix Online Launcher plugin in Chrome on Windows
1. Open Google Chrome, and type chrome://plugins/ into the address bar.

2. Find the Citrix Online Web Deployment Plugin, and click Disable.
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[ o
& Plug-ins .'1._

- & | chrome://plugins ol (s A
Plusg-ins (17} ) Detads
Citrix Ondine Web Deployment Plugin
Citriee Oniline &pp Detector Flugin
Disable i Abaaiys alloveed

You can re-enable it again by clicking Enable. Please note that each time you download and execute
the Citrix Online Launcher file, the add-on will automatically become re-enabled.

Disable the Citrix Online Launcher plugin in Safari on Macs

1. Open Finder and selectthe Go menu > Go to Folder. Or, press Command + Shift + G.

2. Type ~/Library/Internet Plug-Ins and click Go.
anm [ Safari —}
i 9

(2=
e | =

Deskiop

W CitrixOnlin gin.plugin

¥ DEVICES i o :
2l Mac HD [ Documents [ i Fonts Disabled
E ipisk [ pownloads " @ Google
. Library v 3 iMove
F SHARED (B Movies » oo Input Methods L
¥ PLACES (& Music i @ Internet Plug-Ins -
KA Deskiop (& Pictures ' &0 Munes '
[ Public ! il Keyboard Layouts
- sites " o Keychains '
oy Applications O Ltk i
[ Documents §) Logs 1
== L 2
¥ SEARCH FOR o , . Mail g
(L) Today N = —BOf Somacas —

3. Delete the CitrixOnlineWebDeploymentPlugin.plugin by dragging it to the Trash on your Dock.
You can also Ctrl + Click the plugin, and then select Move to Trash.

You can restore it by dragging it out of the Trash, or you can Ctrl + Click the plugin from the Trash,
and select Put Back.

Once you remowe the plugin from your Internet Plug-ins, it is removed from your Mac and from all
other browsers on your computer. Please note that each time you launch GoToMeeting, the plugin will
automatically become re-enabled.
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Disable the Citrix Online Launcher plugin in Firefox on Macs
1. Open Firefox.
2. Select the Tools menu > Add-ons.

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

You can re-enable it by clicking Enable. Please note that each time you launch GoToWebinar, the
add-on will automatically become re-enabled.

Disable the Citrix Online Launcher plugin in Chrome on Macs
1. Open Google Chrome, and type chrome://plugins/ into the address bar.

2. Find the Citrix Online Web Deployment Plugin, and click Disable.

& Plug-ins 0
N

|
|
!
1

Plug-ins (%) & Details |||

Ciitrix Online Web Deployment Plugin - Version: 1.0

Plugin that datects inslalled Cilrix Online products [visil www citrixonline.com).

Disabie [ Aligw

Jdava - Verzion: 13.7.0

Java Plug-in 2 for NPAP] Browsers

Disanie O Anow !?

54

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

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

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

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

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

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

Example (Windows 7): Goto Window s Starta >Control Panel >Programs and Features. Right-click GoToWebinar and select
Uninstall >Yes.

= |-
@-_;Jv = * ControlPanel » &l Corgrol Panel hems » Pregrams and Features - .i, | %earch Progroms and Featunes pel
File Edit View Teoli Help |
ared Panel Hi -
e Uninstall or change a program
o |
Wiew instalied updlates To uninstall s program, select @ drem the kst and then chck Uninstall, Chemge, or Repae.

Y Tuim Wisdored T8 85unes on &r |
off Ceganise = Ul = = i@
Inatall 2 program from the -

[r——— Hame Publsher Installed Om =
W GoTotasict Crawier 42302227 Citrine Odine, LLE 1022008
*GETM{“S‘I Expert 2200758 Cire Owline 1EEF 014
@GPTEMWIW 1042033 CrraQinkes LAL4
mﬁuTo‘-ﬁ.{‘E Lirinatall Citrmx Systerr, Inc. 11207004 -
F "

% CrvecOnlie Product versiors 1042033
= =
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Uninstall via MSI (advanced)

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

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

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

2. Go to GPO Properties.

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

Uninstall the Launcher application

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

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

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

BRI
@U'E ¢ Contred Paned # Al Control Panel Bems » Programs and Features - | 44 W search Programs and Features o
Fila Edit View Taoak Help
Control Panel Home ,
Uninstall or change a program
View installed updates To uningtall & program, select it frarm the lmst and then elick Uninstall, Change, ar Repair,
B Turm Windows features on or
i Orgarize *  Unanstall  Change  Repasr = o+ g
Install a pregram from the - : H
Astwork Mame Pubdisher [nstalled On =
18] Citrix ShareFile Sync Citrix Systems, Inc. B2z
B it Root Cartific stes Crrx 5:,.1|!em:-_ Ine. 2R
B3 citrix Receiver Citrix Systems, Inc. B/22/2013
& Citrix Online Launcher Citrix 11/24/2014
. Citrix Intranet Uninstall l,\-\-} b by Citrine Bradsania -
1 2 Change L
ﬂ Citrix Product version: 102 Repair ort link: httpeffwoenw. citrionline comy
Help link: htper Size: 200 KB
e,
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Start, Schedule and Manage Webinars

Schedule a Webinar

Scheduling a webinar is easy! You can schedule webinars that occur once, weekly, monthly or, even
those that have a custom schedule.

Schedule awebinar

1. Log in to your online account.

2. Click Schedule a webinar (either on the My Webinars page or in the left navigation).

@ GDTDI'.MEbir'IEr GoToMeeting | GoToWebdnar | GaToTraindng | Openiolce | Admin Center | My Account | 24/7 Suppart | Log Out

My Webinars

My Webinars

Upcoming Webinars ~ Past Weblnars @

rhu, .|~:—" n29 Weekly Status Report Regetrants: O

3. On the Schedule a Webinar page, configure the details as follows:

e Copy webinar
Use this drop-down menu to schedule a webinar that's similar to one of your past webinars

(including configured Polls, Sureys and emails).

Copy webinar

Choose a webinar -
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e Title and Description
This text will be used in your Invitation email and registration page, as well as displayed during

the session itself.

Title:

New Webinar

Deseription:
The description waill be used in your webinar invitation email and

regrstration page (Optionall,

e Type
Select the type of webinar you want to schedule:

e One Session — Only one session will be scheduled; attendees register once to attend the
session.

e Series — Multiple sessions will be scheduled and made optional to attendees; attendees
can choose which date(s) to attend when registering.

e Sequence — Multiple sessions will be scheduled and made mandatory for attendees;
attendees are expected to attend all session (but only need to register once).

Type
One Sess Series
e Occurs
If you select Series or Sequence, you can choose how frequently the webinar occurs, as
follows:

o Daily — Sessions occur consecutively every day from the start date to the end date.

e Weekly— Sessions occur once at the same time and day every week.

e Monthly — Sessions occur at the same time once a month by date or day (e.g., 1st of
every month or first Wednesday of every month).

e Custom Schedule — Webinar sessions do not occur in a regular interval.

Checurs
mMonthly -

Cn the
28th of every month -

eDate/Time
Select the start and end date(s) and start and end time(s) for the session(s).
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Start Date

Wed, Jan 28, 2015 (

Start Time End Time
1100 PM |~ 12:00 AML |~

End Date:
Wed, Jul 29, 2015

ET]

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

eWebinar language
Use the drop-down menu to select the language that the session will be held in.

Webinar Time Zone

(GMT-08:00) Pacific Time (USs and Canada)Tijuana -

Webinar language

English -

4. Click Schedule when finished. You will automatically be taken tothe Manage Webinar page where
you can customize your new webinar.
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Schedule a Similar Webinar

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

Schedule a similar webinar
1. Log in to your online account.
2. Find the past webinar that you want to copy in any of the following ways:

¢ While scheduling a new webinar, use the Copy webinar drop-down menu at the top to select a
previous webinar.

s Schedule a Webinar

Schedule a Webinar

My Recordings

Copy webinar
Webinar History
. Choosa a wabinar

Generale Reports Learch f

Seings Chionse a webinar

03 Cruarterty Report - Nov 24, 2014
Quartesty Report - Dec 09, 2014

Quarterly Report - Jan 02, 2015 -

¢ Open an upcoming or past webinar, then click Schedule Similar Webinar on the Manage
Webinars page.

My Webinars * Manage Webinar

Manage Webinar for "Quarterly Report"

ancel Webinar Eﬁ Practice E;‘.‘ start

Schedule Similar Webinar

Set Up Your Webinar

Title
Quarterly Report

¢ On the Past Webinars tab, click Copy next to the desired webinar. Only webinars with a start
date within the past 90 days are displayed.
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My Webinars
Upcoming Webinars ~ Past Webinars
Date Time Title

Jan 28, 2015 200 PM P3T Cuarterhy Report @
Jan 19, 2015 200 FM PST HE Training @

3. Configure the additional settings and date/time, then click Schedule.

4. Any Polls, Surveys, emails and other settings configured in the previous webinar will be
automatically be added. You will automatically be taken to the Manage Webinar page where you can

customize your new_webinar.

Start a Scheduled Webinar

You can start a scheduled webinar from either the GoToWebinar website or from the desktop app.

Start from the web
1. Log in to your online account.
2. On the My Webinars page, click Start next to the session you wish to begin.

3. The GoToWebinar desktop application will automatically begin downloading and launch you into
session. See Control Panel and Grab Tab for information about the features and tools available to you

while in a session.

Note: See Control Panel and Grab Tab for information about the features and tools available to you w hile in a session. For help
w ith the dow nload, see Steps for Installing on Window s or Steps for Installing on Macs.

@GOTﬂWEbir‘lar GaoTokeeting | GoToWebinar | GoToTraining I Opentoloe | Admin Center | My Atcount | 24/7 Support | Log Out

My Webinars o
My Webinars

Schedule a Webinar

[ schedule a webinar

Sy HACHIEngs Upcoming Webinars  Past Webinars
Webinar He
h~-- Jf_-”-l 29 Quanerly Repodt Registrants: S0
1200 A - 100 AM PST Webinar I+ 131-396-019
Share « | Edit | Copy F'l.u‘.l.--@
Thu, Jan 29 Weekly Status Report Registrants: 0
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Start from the desktop application

If you already have the GoToWebinar desktop application installed, you can start the webinar directly
from it.

1. View your scheduled webinars as follows:

o If the GoToWebinar desktop application is already running, right-click the GoToWebinar daisy

icon in the system tray@ (Windows) or top navigation (Mac).
o If the GoToWebinar desktop application is not running, locate it on your computer and open it.

GoToMesting Suite (ot

Please enter the Mesting, Webinar cr Training [0, &8 GoToMeeti ng
Meet Now...

! (S

My Mestings...
& GoTo\Webinar

Easy Online Meatings - Anytme, Anywhere Wehinar Mow...

GﬂTﬂMEEtiﬂg I. Pieet Hor ] [ Sehechie Meting ] [ | Schedule a Wehbinar...

My Meetngs | Ky Wiebinars...

lain...

Wieb Events Made Easy Help

Cormvert Recardings...
| [y webnars ot

Golo\Webinar

| webnartow | | Schedue webna

LT

About...

B ¥ ';'.i:l_ L

mmu

2. Select My Webinars.

3. Anew web browser page will launch and open to your My Webinars page. Click Start next to the
session you wish to begin.

Note: See Control Panel and Grab Tab for information about the features and tools available to you w hile in a session.
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Practice a Webinar

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

Start a practice webinar

1. Log in to your online account.

2. Begin the webinar in practice mode in either of the following ways:

* On the My Webinars page, click Practice next to the desired webinar.

My Webinars

Upcoming Webinars  Past Webinars

Inu, .|'-'-||“ 29 Quarterly Repart Registrants: 50
12:00 AM - 1:00 AM PAT Webmar ID: 131-3%6-019

Share~ | Edit | Copy {

¢ On the Manage Webinar page of the desired webinar, click Practice.

Vebinars ' Manage Webinar

Manage Webinar for "Quarterly Report”

Schedule Sirmilar Webinar | Cancel Webinar £3 Practice £H Start
=

sct Up Your Webinar

Title
CQuearterly Report
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3. You will automatically be launched into session in practice mode, as indicated at the top of the
Control Panel. You can also start a live webinar while in practice mode.

Note: If it has notyet been installed, the GoToWebinar desktop application w illautomatically begin dow nloading.

Fie Options View Help @~ o x|
-
_

+ Audience View LTl 3
ﬁ + Screen Sharing 1]
ﬁ + Webcam T X

+ Audio =
6 + Dashboard L

+ Aftendees: 1 out of 101 5K

+ Pols (0/0) LE

= + Questions ol X

9 + Chat T
- — Quarterly Report

Webinar D: 131-296-019

GoTo\\Vebinar

Start a live webinar while in practice mode
1. While the webinar is in practice mode, click Start at the top of the Control Panel.

2. Click Start when prompted, or Continue Practice toremain in practice mode.

i i
ﬁ Start Webinar Now? - GoToWebinar w

-! Are you sure you want to star this Webinar now?
Aidh,

= Ws scheduled to oceur on Januasy 29, 2015 at 12:00 PM.

Start | Continue Practice
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Customize Your Webinar

After you've scheduled a webinar, you can customize the way that it looks and what options will be
available to attendees.

Access the customization page

The Manage Webinar page allows you to customize your webinar to your liking:

e You will automatically be directed to the Manage Webinars page each time you create a new
webinar.

e You can access the Manage Webinar page at any time by logging in to your account, clicking My
Webinars in the left navigation and clicking the name of the desired session.

@ GnTﬂ:".MEbf["ﬁr GoToMesting | GoToWebinar | GoToTraining | Opentosie | Admin Center | My Actount | 2407 Suppeet | Log Owt

My Webinars

Upcaming Webinars  Past Webinars [ schedule a webinar

Registrants:

[ue, Feb 3

(3 Earmings =-!-.-:':;{,:3
nars * Manage Webinar

My W

Manage Webinar for "Q3 Earnings Report"

EAR TN < chedule Similar Webinar | Cancel Webinar EH Practice EB start

set Up Your Webinar

Title
Q3 Eamings Report
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Edit the title and description

1. On the Manage Webinar page, click Edit next to "Title / Description".

2. Make your desired changes.
3. If desired, enable the "Notify participants of these changes" check box. Then click Save.
My Webinars * Manage Webinar

Manage Webinar for "Q3 Earnings Report"
Schedule Similar Webinar | Cancel Webinar

Set Up Your Webinar

Q3 Eamnings Report

'-.'.].' Webinars * A anage Webinar * Tetle and Description
Description

Eamnings report for Q3 - 5 Ed”: TI’[|E aﬁd Descriptiﬂﬁ fDr “Q3 Earning5 Report”

Title:
Q3 Earnings Report

Deseription
The description will be used in your webinar imatation email and
reqistration page (opramail

#  motify all participants of these changes

X o
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Edit the date, time, timezone or language

1. On the Manage Webinar page, click Edit next to "Date and Time".

2. Make the desired modifications.

3. If desired, click Add another session to add additional sessions to your webinar.

4. If desired, enable the "Notify participants of these changes" check box. Then click Save.

Date and Time

Tue, Felp 3, 2015 500 PM - 600 PM P5ST

oo Calendar

Webinar language
English

My We binars * Manage Webinar * Date and Time

Edit Date and Time for "Q3 Earnings Report"

Seart Datg

m

Tue, Feb 3, 2015

Seart Time: End Time

500 M 600 P |
Add another session

Webinar Teme Zone
[GMT-08:00) Pacific Time (LS and Canada) Tijuana -

Webinar Lainguage

English -

# Notify all participants of these changes
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Add another session to a webinar series or sequence

1. On the Manage Webinar page, click Edit next to "Date and Time".

2. Click Add another session, then select the date and time of new sessions.

3. If desired, enable the "Notify participants of these changes" check box. Then click Save.
Webénars ' Manage Webinar * Date and Time

Edit Date and Time for "Q3 Earnings Report”

Start Date >
Tue, Feb 3, 2015 E

Start Time End Time
00 P §00 TR

Start Dute o

7]

Wed, Febd, 2015

Start Time End Time

500 P = 6200 P |-

‘Webinar Time Zone

[GMT-08:00) Pacific Time (U5 and CanadalTijuana -
‘Webinar language
El';ll:.!' -

# Matity all pasticipants of thess changes

m ‘:' ance
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Add a session to your calendar

1. On the Manage Webinar page, click Add to Calendar under "Date and Time".

2. A new Outlook calendar item pre-populated with the webinar information will automatically start
downloading.

Date and Time Edit
Tue, Fab 3, 2005 500 PM - 6:00 PM PST

LI GeTeWiebinge - 03 Earmings Repert = Megting =S
[' TF_:?" Keehing Insert Famas Terd Fewife = ﬂ

Webinar language
English @ The oeganistl Bk nel iequedbed & neiganse fof this medting.

The ¢ ganiop ireabed this merting in Bhy Eollowing lime Sond: Amenica/los Angeifd.

Drganizer: LraBgiotal com Tink  Noes
Sasbrject: GesTaWWakinar - QU Larmingy Ragart
Loostice: | GeTa\Webing - See coafeiende call i bimation Btiow -
Seart time: Tue 23015 = S0XF -
End time; Tue L2015 = GOFPM =
gl:'.'.i.'.'.?.'J::'.'::'.".!:':'.!.'!'.!.'f—"'@
-
1. Click 1o starf and join at the el time and date:
Italabal galowibear gamiopn TSRl TE (5EELEER 7
Hete: Ths bak ehauld not b shared vell athera, i o unique 19 you

2. Choose o ol the Rallceing sadio cptions:

TOUZE ¥OUR COMPUTER'S ALIDHD
When the Webmar begins, you will be connecied fo audso usng your computer's microphone and speabers: (WolP).
A haadsel is recommended

-OR -

TO USE ¥OUR TELEPHONE
If you profer 1o use youwr phone, you must select "Use Telaphone™ after joming the webinar and call in using the
numbsrs below.

Unaid Stitid
Long Distance: +1 (415) B35D057
Access Cocde: S4E251284
Audio PiM: Shown after joining the webinar

o A -|

Cancel a session in a series

You can cancel some or all sessions in a webinar at any time. See Cancel a Webinar for information.
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You can make someone a co-organizer before the session begins so that they can start the session if you
are unable to.See Add Co-Organizers for more information.

My Webinars

Manage Webinar

Manage Webinar for "Quarterly Review"

':l_r-J. Lharne

Set Up Your Webinar

Title
Quarterly Review

Cate and Time
This, Ape X, 3015 500 PM

Add to Calendar
Webinar language
Englsh

Audie

Fartiipants can use their

Umited States

Tollfree 1 877 309 2074

Lang dritance +1 [415) &!

Ausclio Fil: Shown after jo
Organizes - urirmul
Arcess Code 561-5

Branding and themes

Customize the branding fo

Co-peganizers
Mo co-prganizers.

Panelists
Mo panelists

Schedule Ssmalar Webinar | Cancel Webinar

My Wiebiars

Manage Wiebanar

:'._‘:l Practice

Qrganiaers

Organizers for "Quarterly Review"

Name
= Jani Doe

Mame
= Mark Zanchez

L &
+ Add another organiser

Cancel

Save

B view all staff details

Ervudl
» jloeddl IT@gmailcom

[Eread

msanchez

£ seart

Organizers

CO-OIganizeTs on Yooy 3000 ¢an
hatlp yor 561 Up the wbinar,

Fiead more about staff bo ensre a
smooth 8art to your webinar

¢ LR wekinar,

Edit
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Changethe audio options

1. On the Manage Webinars page, click Edit next to "Audio".

2. Make your modifications as needed.

3. If desired, enable the "Notify all participants of these changes" check box (this will not appear if the
webinar does not yet have any registrants). Then click Save.

Audio Edit
Participants can use their computer's microphone and speakers (ViolP) or telephone,
United States
Loy distances +1 (415) 6550057
Aucia PIN: Shown after jpaning the webinar

Organizer - unmuted Panelist - unmuted [ Attendee - muted

)
Access Code: G46-09] 264 Access Code: S60-043-221 Access Code: Z08-632-612
My Webinars * Manage Webinar * Audio

—

Manage Audio for “Q3 Earnings Report”

Audio Mare About Audio
B TD'I’.‘-TII'I ManeE A5OLT yaur Judsd
* Use built-in audio Corticns, wisit the Go ? Wiebinar
5 I | ot [} ¥

¥ WolP » Requires micraphone and speaisrs

A Long distance number for: United States Edit

Toll-free rumiber (Openvisice Integrated) for United States
Edit

=

Use my own conférence call senace

= Notify all participants of these changes
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Customizethe branding and theme for the webinar

1. On the Manage Webinar page, click Edit next to "Branding and themes".

2. Use the options to do the following:

eLogo: Upload your own logo to increase attendee response rates.

e Custom image: Upload an image to customize your theme.

e Theme: Select a look and feel for the session.

eWelcome message: Create a message that will automatically be sent to attendees once they
join the session.

eList presenters in the waiting room: If desired, add information about and/or a picture of the
presenter that attendees will see as they are waiting for the session to begin.

Branding and themes (:_‘_._:)

the branding for ths wiebinar,

CO-0rgangens
MO OO-0rganiTers. D - == . - L
Branding for "Q3 Earnings Report

Panelists

Images Whiere Will Branding
Appear?

Logo

Choose a.gif or.jpg file. Maximum size is 20002

Custom Image

Choose a .gif or jpg file. Maximum size is 2000300 pioeks and 100KE It may tale A tew minytes Bor the
changes to taks a8Tect

Theme

Batic -

Header Font Color

Welcome Message

When alitendacs s, show tham this waltome mesinge

List Presenters in the '.'.I'.!i:irlg Raom
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Add panelists

Panelists are members of webinar staff who can speak, present, share webcams and answer assigned
questions during a session. You can either add panelists before a session starts, or promote attendees to
panelists during the session.See Add Panelists for more information.

My Webinars * Manage Webinar

Manage Webinar for "Q1 Quarterly Report"
Schedule Semalar Webinar | Cancel Webinar £H stant

Set Up Your Webinar

Title £elit
Q1 Quarterly Report

Date and Time Edit
This webinar meets 3 times. Attendees are expected to attend all 3 sessions.

Fri, Jan 30, 2015 7.00 PM - 300 PM P3T
Sat, Jam 31, 2015 700 PM - 8:00 PM P5T
Man, Feb 2, 2005 7:00 PM - 8:00 PM PST

Add to Calendar

Webinar language
English My Webinars * Manage Webinar * Panelists

Panelists for "Q1 Quarterly Report"

Audio
Participants can use thesr computers micraphane and speal

United 51ates Name Emall Address
Long distance: £1 (951] 384-3421
Audio FIN: Shown after joining the webinar

organizer - ummuted Panelist - unmut
Access Code: 356-%07-701 Access Code: 404
Add Another Panedist
granding and themes Save  EERTIRL

Customize the branding for this webinar.

Co-arganizers Edit
No co-argamzers,

Panelists @

Mo panelists.
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Share Webinars, Manage Registration and Send Emails

Once you've scheduled and set up your webinars, you can invite attendees, manage registration and
prepare emails and materials.
Invite your attendees

Log in to your online account.

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

3. On the Manage Webinar page, select Share on the top-left corner.
&3 GoTo\Webinar GoToMeeting | GoFoWebinar | My ACCount | 24/7 Suppodt | Log Out

My Webinars My Webinars ' Manage Webmar

anage Webinar for "Troubleshooting 101"

schadule Similar Webinar  Cancel Webinar ER Practice €8 start

Ermnail e the Invmation

_I_ r_EFr_" Webirar Information

% Edit
e Post 1o Tavitter
Fost 1o Faceoak

B Fost 1o Linknoin

T, Seg 30, 2004 7:00 PM - 8:00 PM POT

Audio Edit
Particpants can we their computer's microphone and speakers (VolP) ar telephaneg,

United States

Toll +1 (B05) EF9-4172

Access Code: 535-308-746

Audig PIN: Shown after joining the webinar

Eranding Etif
Customize the branding for this webinar,

Panelists Eitit
Mo panelists

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

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

e Copy Webinar Information: Copy and paste the webinar registration information onto a
web page, document or wherever you'd like. To select all the text shown, click Select All to
highlight everything, and then copy and paste it by right-clicking the highlighted text and
selecting Copy. Or, you can select the highlighted text and press Ctrl + C on your keyboard
to copy and then Ctrl + V to paste it somewhere.
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View the Registration URL and Webinar ID
Log in to your online account.
2. Select My Webinars in the left navigation. Click the title of the webinar.
3. On the Manage Webinar page, scroll down to the Share Your Webinar section where the

Registration URL and Webinar ID is shown. You can click the Registration URL to see the registration
form that your attendees see.

Track registration sources
Log in to your online account.
2. Select My Webinars in the left navigation. Click the title of the webinar.

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

4. Add the source to the end of Registration URL (e.g.
https://attendee.gotowebinar.com/register/ 1751482784943615232? source=email). You can add

sources to the Registration URL such as "?source=google”, "?source=facebook" ,"?source=linkedin",
etc. The source used cannot exceed more than 128 characters.
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5. To view which sources registrants used to find your webinar, click Generate Reports in the left
navigation and select Registration Report.

Generate Reports

Step 1: Select Report Type

Generate Reports @ Registration Report
Shows when each person registened for the webinar and their answers to the registration questions,

o Attendee Report
Shiows details about each attendee, including guestions they asked during the webinar and how long

they attended it.

Performance Report
Shawrs high-level engagement statistics about registration, attendance and feedback.

Recording Report
Shows when each person registered to view the webinar recordimg.

Sunney Report

Shows sunvey quastions and attendess’ answers.

Step 2: Choose a Date Range

@ Whin:
Hext 30 Days -

Frome oy T mmdddy

Step 3: Select Webinar

There are no webinars within this date range. Please salect another date range and click Show Webinars.

Step 4: Select Report Format

@ Eeoel [ X1%)

Comma-separated wilues (C5Y)
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6. Select Generate Excel Report for the webinar you would like to track sources for. The Registration
Report will display which source the registrant used.

|

E38 = j
A B [+ 1] E
. Registration Report GoToWebinar
7 Generated

5 |dul 26, 2012 1035 AM POT
s+ General Information

§ Webinar Mame ‘Webinar ID

B | My Wabmar-134 X124 125-355142T1 128458227

T  Scheduled Start Date Registared

B | Jul 26, 2012 1

8 | Scheduled Start Time

10 1.00 PW POT

11 Scheduled Duration [minses)

12 5o

iz Registrants

14 Flrst Hama Last Hame Emadll Reglstration Date Source
Reg Registrant kagwl reg Jul 26, 2012 10:35 AM POT goagle

15 1343324 16039 ed: com

18
1w
18
14

© 2015 Citrix Systems. All rights reserved. 77



GoToWebinar User Guide

Registration settings
Log in to your online account.
2. Select My Webinars in the left navigation. Click the title of the webinar.
4. On the Manage Webinar page, scroll down to the Share Your Webinar section.

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

e Set a registrant limit

¢ Add additional registration fields (first name, last name and email address are always required)
e Create, edit sort or delete custom registration questions

e Automatically or manually approve registrants

e Set up registration notification emails

Set Registrant Limit

You can set a registrant limit so that no one can register for your webinar once the maximum amount
of registrants has been reached. The registrant limit can be up to ten times your attendee limit (i.e., if
your attendee limit is 100, then you could set your registrant limit up to 1,000).

1. Enter a number within your registrant limit into the box under Webinar Size.

2. Click Save. Once that many people have registered for your webinar, no one else will be able to
register.

My Webinars ' Manage Webinar ' Registration

Registration for "Daily"

Registration  Questions
Webinar Size

Your Attendee Limit is 1,000 people, but you can set your Registrant

Imit to 10,000 j'fl"l.'f|'.l|l."' @XM,

10000
Reqgistrant Limit

Approval

@  Automatically Approve
Reqgistrants will immediately receive information on how to

join the wehinar.

Manually Approve
The organizer must approve registrants before they receive

information on how to join the webinar.
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Add additional registration fields

1. On the Manage Registration page, you can select additional required or optional registration
fields for your attendees to fill out:

e Address

City

State/Province

Zip/Postal Code

Country

Phone

Industry

Organization

e Job Title

e Purchasing Time Frame
¢ Role in Purchase Process
e No. of Employees

e Questions and Comments

2. Unless you select the "Required" check box next to each additional registration field, the added
fields will be optional by default.

© 2015 Citrix Systems. All rights reserved. 79



GoToWebinar User Guide

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

My Webinars ' Manage Webinar * Registration
Registration for "Daily"
Registration  Questions
Add Registration Fields
We'll always require a First Name, Last Name and Email Address.
[ Field [Tl Required
[ Address [
[ city [
[ State/Province
[ zipsrostal Code [
[ Country ]
[  Phone
[T Industry Ll
[[]  Organization El
[ jobTitle
[T Purchasing Time Frame Ll
[l  Rolein Purchase Process [
[F] Mo of Employees
[ Questions 2nd Comments Ll
Create Your Own Question
You are prohibited from soliciting confidential personal information
(credit card information, social security numbers, etc.) in your
registration questions.
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Create, edit, sort or delete custom registration questions

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

2. Click New Question to create a registration question.

3. Select the type of question:

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

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

5. Click Create to save your question.

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

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

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

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

6. Click Save.

Automatically or manually approve registrants
1. On the Manage Registration page, scroll down to the Approval section.

2. Select 1 of the approval options:

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

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

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

4. Click Save.

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

e Direct registrants to the GoToWebinar confirmation page: Registrants will see a
standard GoToWebinar confirmation page.
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e Direct registrants to your own confirmation page: Enter the website you would like
registrants to be directed to post-registration.

Upon Registration

When someone registers:
[7]  send an email to mc-extadmin@jedix.com
-] Direct registrants to the GoToWebinar confirmation page

Direct I'EgISTI'EII'ITS to your awn confirmation page:

T¥pe your link here

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

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

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

4. Click Save to save your changes.

Password

D Create a weblnar password:

Enter password

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

e Set the approval process
e Set up registration notification_emails

Approve, deny or cancel registration
1. On the Manage Webinar page, scroll down to the Registration Management section.
2. Click Manage or the number of registrants to approve or deny registrants.

3. On the Registrants page, select one or multiple registrants from the Pending Approval tab, and
then click Approve or Deny.

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

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

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

e Status: Waiting Approval, Approved or Denied

o Registered: Date that the person registered for the webinar

e Email: Registrant's email address

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

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

My Webinars " Manage Webinar Registrant List

Registrants for "Daily"

® Registration Report
Pending Approval (1)~ Approved (1)  Denied (0]

Registranls = Email Address E Registration Date - Time

[ Davis, Emilia colleenlai-ew@jedix... Oct 02, 2014 9:45 AM POT

1-1of1 L
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Emails
Log in to your online account.
2. Select My Webinars in the left navigation. Click the title of the webinar.
4. On the Manage Webinar page, scroll down to the Email section.
5. Click Edit next to the type of email you want to send.

e Send confirmation_emails to registrants
e Send reminder_emails to registrants and panelists
e Send follow-up emails to attendees

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

3. On the Confirmation Emails page, you can choose if you want to send a confirmation email to
registrants by selecting the "Send Confirmation Email to Registrants” check box.

4. If you have selected the "Send Confirmation Email to Registrants" check box, you can then edit
the email subject and enter custom text

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

If you want to resend confirmation emails, return to the Manage Webinar page and click Manage
next to Tracking Registrants.
Send reminder emailsto registrants and panelists
1. On the Manage Webinar page, scroll down to the Emails section.
2. Click Edit in the Reminder Emails section.

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

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

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

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

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

Reminder Emails for "Daily"

[¥] Send Reminder Email to Registrants, Co-organizers and

Panelists
K [=| [Hour  [=]Before
El I1 |=] | Day |=| Before
[l |1 |E| |Huur |E| Before

send me a copy of the Reminder Email

Subject:
Reminder: Daily starts in [time]

Body:

Dear Name,

This is a reminder that "Daily™ will begin in 1 hour / 1 day / 1 week
on:

Start Date and Time

Add to Calendar Link

Custom Text:

Please send your questions, comments and feedback to:
mc-extadmin@jedix.com.
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Send follow-up emails to attendees and absentees

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

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

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

4. Then choose when youd like to send the follow-up email:

e 1- 6 weeks after scheduled end date
e 1-6 days after scheduled end date
e 1-6 hours after scheduled end date

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

6. Click Select a Recording to attach a recording to your email. You can upload recordings on the
My Recordings page.
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7. Click Save. You can view your changes in the Emails section on the Manage Webinar page. To
preview how the email will look to attendees, select Preview.

My Webinars * Manage Webinar * Follow-up Email to Attendees

Follow-up Email for "Daily"

¥ send Follow-up Email to Attendees

Send Email: I 1 |E| [Dur:r |E|

[¥] send me a copy of the Follow-up Email

Subject:
Thank you for attending Daily

Dear Name,

Body:
We hope you enjoyed our webinar.

select a Recording

Please send your questions, comments and feedback to:
mec-extadmin@jedix.com.

Opt-out Link and Privacy Policy Link

GoToWebinar Copyright
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Engage Attendees with Polls and Surveys

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

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

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

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

e Multiple Choice (One Answer)
e Multiple Choice (Multiple Answers)

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

6. Click Save.

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

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

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

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

e To delete a Poll, go to the Manage Trainings page, click Edit next to Polls, and click the Remowve
icon € next to the Poll on the Manage Polls page.
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My Webinars ' Manage Webinar * Polls ' Create New Poll

Create New Poll

Type
Multiple Choice [One Answer)
View Examples Question Type Examples
Singhe Answer:
Question How many webinars have you attended this year?
More than 10
& Between 5and 9
Answer Between 2 and 5

Thiz Is my fArst webinar
« Previous Bxample Mext Example =

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

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

4. On the Suney page, enter a title for the Sunvwey.

5. Choose the Sunwey question type:

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

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

e Short Answer

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

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

eTo edita Survey question or answer, click a question on the Suney page. Make your changes,
and then click Save.

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

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

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

My Webinars ' Manage Webinar * Survey

Survey for "Daily"

Title

Questions

Order Your Questions Remove

+ New Question

Settings

Select when you would like the survey to appear.

¥ After the sequence
The survey will launch after the last session.

7| Inthe Attendee Follow-up Email
All attendees will receive the survey link in the Follow-up Email
after the last session ends.

| inthe Absentee Follow-up Email
All absentees will receive the survey link in the Follow-up Email
after the last session ends.

m Preview Cancel
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Choosewhen you want to send out a Survey
Log in to your online account.
2. Select My Webinars in the left navigation. Click the title of the webinar.

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

4. On the Surwey page, scroll down to the Settings section.

5. Choose when you want to send out the Suney:

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

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

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

Upcoming Webinars

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

View upcoming webinars
Log in to your online account.
2. Select My Webinars in the left navigation.
3. On the Upcoming Webinars tab, you can view all your scheduled upcoming webinars:

e Date
e Time
o Title
¢ Registrants

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

o Title

e Date

¢ Scheduling Organizer
¢ Registrants

¢ Registration URL

e Webinar ID

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

[#] schedule a webinar

Upcoming Webinars  Past Webinars

Date Time Title Registrants

{Meets 8 times)

{Meets 8 times)

Oct 02, 2014 3:00 PM POT Vvebinar Awesome 0 M

Past Webinars

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

View past webinars
Log in to your online account.
2. Select My Webinars in the left navigation.

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

My Webinars

=1 schedule a webinar

Upcoming Webinars  Past Webinars

Date Time Title

Oct 01, 2014 £:00 PM POT Demo Webinar
Qct 01, 2014 3-00 PM POT Webinar Awesome Series

Aug 20, 2014 1:00 PM POT Demo on Webinar Copy

Also, you can copy a webinar by clicking Copy nextto a webinar so that you can schedule a similar
webinar that includes the settings and customizations from one of your past webinars.
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Cancela Webinar
You can cancel a webinar at any time. For a webinar series or sequence, you hawe the option of

canceling either all sessions or individual sessions.

Cancel all sessions in awebinar
1. Log in to your online account.
2. Select My Webinars in the left navigation, then open the webinar you wish to cancel.
3. On the Manage Webinar page, click Cancel Webinar.
My Webinars * Manage Webinar

Manage Webinar for "Weekly Status Report"
Schedule Similar Webinar

Set Up Your Webinar

Title Edit
Wieekly Status Report

4. You will be reminded that canceling the webinar will also revoke all of its registrants. Click Yes,
Cancel Webinar to continue with the cancellation.

Confirm Webinar Cancellation

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

You will be prompted to send a customized cancellation amail in
the next stap

Yes, Cancel Webinar Mo, Don't Cancel Wabinar
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5. You'll be prompted to send a cancellation email to registrants. If desired, modify the subject and/or
body of the email, then click Send.

Note: Youw llnot see this stepif you did not have any registrants for the session.
My Wiebinars * Webinar Cancellation Emal

Send Webinar Cancellation Email

To: Co-organizers, Panelists and Registrants

Subject
“Quarterly Report™ Cancaled

Bady
The webinar “Quarterly Report™ at Thu, Jan 29, 2015 700 PM -
00 PM P5T has been canceled. H

I apologize for any inconvenience this may cause.

|_send R
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Cancel asession in awebinar (sequence)
1. Log in to your online account.
2. Select My Webinars in the left navigation, then open the webinar you wish to change.
3. Click Edit in the Date and Time section.
4. Click the Cancel icon /. next to the sessions you wish to cancel.

5. If you wish to notify the participants of the schedule change, enable the "Notify all participants of
these changes" check box (recommended).

6. Click Save when finished.
My Webinars * Manage Webinar * Date and Time

Edit Date and Time for "Q1 Quarterly Report"

Start Date @

Fri, Jan 30, 2015 =
Start Time End Time
700 FM v 00 P |-
Start Date X
Mon, Feb 2, 2015 &=
Start Time End Time
700 FM - 00 Pid |~
Add another session
Webinar Time Zone
(GMT-08:00) Pacific Time (US and Canada);Tijuana -
Webinar language
English -

( &) Natify all participants of these changes
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Cancel asession in awebinar (series)
1. Log in to your online account.
2. Select My Webinars in the left navigation, then open the webinar you wish to change.
3. Click the Cancel icon * next to the sessions you wish to cancel.
My Webinars * Manage Webinar

Manage Webinar for "Q1 Quarterly Report”
Schedule Similar Webinar | Cancel \Webanar EF Practice

Set Up Your Webinar

Title Edit
Q1 Quearterly Report

Date and Time
Each webinar date has a list of registrants that have registered to attend on that specific date.

Maxt Date Tima Registrants Webinar I Cancel
Jan 39, 2015 EO0 PM PET 10 107747933 @
Feb 05, 2015 EQ0 PM PET 10 107-Fih-17% K
Feb 12, 2015 EO0D PM PET 10 107816347 4
Feb 1%, 2015 B0 PM PET 10 109-000-121 x
Fabi 26, 2015 B0 PM PET 10 108.337-003 *
Add to Calendar Add another session

4. Click Yes, Cancel Webinar to continue with the cancellation. If the session has registrants, you will
be reminded that canceling the webinar will also revoke all of its registrants.

*
Confirmn Webinar Cancellation

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

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

Yes, Cancel Webinar Mo, Don't Cancel Webinar
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5. You'll be prompted to send a cancellation email to registrants (if applicable). If desired, modify the
subject and/or body of the email, then click Send.

Note: Youw llnot see this step if you did not have any registrants for the session.

Send Webinar Cancellation Email

A
Subject
“Quarterly Report™ Cancaled

nar "Quarterly Repart™ at Thu, Jan 29, 2005 7.00 PM -
a:00 T has been canceled

Hosta Webinar FAQs

Review frequently asked questions on hosting a webinar.

What can | do with GoToWebinar?

With GoToWebinar you can easily set up, deliver and monitor large sessions and online events from
anywhere at any time with up to 1,000 participants.

e Registration: Target and screen your audience with a GoToWebinar registration page branded
with your logo. GoToWebinar will manage your registrants for you and send email reminders to
them before the session.

e Presentation: Attract more audience members by presenting online and reducing travel costs.
Engage your attendees with interactive Polls, Suneys and Q & A.

e Reporting: GoToWebinar reports track attendance, audience feedback and owerall success to
help you develop best practices.

© 2015 Citrix Systems. All rights reserved. 98



GoToWebinar User Guide

Do | have to be at my computer to host a session?
You can host a session from a Windows or Mac computer with Internet access.

e To start a scheduled session, log in to GoToWebinar. Your scheduled sessions will be listed
under My Webinars — just click the Start button next to the session you want to start.

e To host aninstant session, click the Host a Webinar button on www.gotowebinar.com, and
enter your account email and password. Then click the Webinar Now button. Your session will
start immediately. To invite people to attend your session, click the Invite Others button in the
Control Panel to send an invite or instruct attendees to join.

e To schedule a session, log in to GoToWebinar, and select Schedule a Webinar from the left
navigation. Enter a title and description, choose the session type, start date, start time, end time
and time zone, and click Schedule.

How do | schedule and set up a session?

Log in to your account, and select Schedule a Webinar from the left navigation. Enter a title and
description, choose the session type, start date, start time, end time and time zone, and click Schedule.

On the Manage Webinar page, you can customize your session with branding, setup and manage
registration, schedule follow-up and reminder emails and more.

How do | start a scheduled session?

Log in to your account. Your scheduled sessions will be listed under My Webinars — just click the Start
button next to the session you want to start.

How do | start an impromptu session?

On a Windows computer, you can right-click the GoToWebinar daisy icon @ in the system tray and
select Webinar Now to start a session immediately. Once you're in-session, you can click Invite Others
to invite other people (Webinar Now sessions can accommodate up to 200 people).

What do I do if my attendees can't hear my voice or see my screen?

Both audio and Screen Sharing need to be turned on once you start a session.

e To enable audio for your attendees, press *1 on your telephone, or click the Start Broadcast
button at the top of your Control Panel. (The Start Broadcast button appears when using Mic &
Speakers and when you enter the Audio PIN while using the telephone.)

e To enable Screen Sharing, click Show My Screen in your Control Panel.

If attendees still can't hear your wice or see your screen, test your GoToWebinar_connection.
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Join Sessions

Registerfor a Session

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

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

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

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

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

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

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

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

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

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

Join a Session

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

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

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

Note: If you have not yet reaistered for the w ebinar (and therefor have not vet received your Confirmation email), then you
can click the Registration URL in your Invitation email to register for the active session.
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How To Join The Webinar

Add o Calendar

u See mare shout Jane Doe.

Thiamk you for registenng for "Quartery Repoet™.

Fii, Jan 2, 3015 T:00 PR - 8:00 FM FET

Node! Thiz bak afoud mal be afaned wilh

2. Choose one of the following audio eptions:
TOUSE YOUR COMPUTERS AUDH

‘wWhen the webinar beging, you will e conmecied o #UGo UEING YOUr CompUESers
micraphone and dpeakers (VolF) A eades i recommended

DIHD &+ # = Quasterly Report Condirmation - Message HTML) o= | 0
F"ﬁm'"*] Message  BAcAfee E-mad Sean > @
Frome Jane Do <ousbomencane oatowebina, oom cemt:  Fri 122015 5:53 FL
Subjedt: Quarterly Repar Confiimation
o R R i SR R R WERE KX MR, BT
3|
Dear Sahn,

Plgase send your questions, commuents and Teedback B: Laura resdi@global ofrixonling com

1. Click the link 16 join the webinar at the specified tme and date:
Iiips Mglabal golowebénar comioiniS4T 132055307 0G0TI21/FOZ06TO52

athavs {15 anigud e yoo.

-

e - |

eWeb browser

Open a web browser and go to the Join the Webinar page. Enter the meeting ID (listed in your
Invitation email), then click Continue. Enter the webinar ID (listed in your Invitation email) and
your email address (optional), then click Continue.

Join the Webinar

To join a Webinar, enter the Webinar ID and your ermail address.

Webinar 1D |

Email Address

|

e Desktop software

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

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

§B loin a session - GoTaMeeting

===

Please enter the Meetng, Webinar or Training ID.

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

Note: If you have not yet done so, youw il first be prompted to register for the active w ebinar.

3. Once you're in session, choose one of the audio options provided by the organizer to connect to the

audio conference. You can choose your preferred audio option from the Audio pane of your Control
Panel.

Join from a mobile device
1. Access the webinar in either of the following ways:

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

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

we#00 Yerizon 7 43 PM

Join a Webinar

m—  fou don't have any Webinars in
your cabindar for th fded 3 divs

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

e Download the GoToWebinar app for iOS on the App Store.
e Download the GoToWebinar app for Android on Google Play.
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GoToWebinar InstantJoin

Using the GoToWebinar Instant Join app, you can join webinars entirely within your web browser (rather
than installing and using the GoToWebinar desktop app). This provides you with the following
advantages:

e You can get into session even faster than with the desktop app (great for when you're late joining!)

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

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

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

Note: Only attendees runnina Linux or Gooale Chrome OS wi illjoin viathe Instant Join app. Attendees running Mac OS X 10.6
(Snow Leopard) willjoin via the Web View er, while Windows and Mac attendees can join using the desktop app.

_ [E= =)
.-"I; (@) GoToWehinar | GaToh @ 2 Y |
= = O ECIll_lx{;nhml.l.ﬁ[US] hl:lps:_-"_-"app.gammbinar.cum.-'ir'.:!-:x.in:inl”l{ISC-.545r53 i:i':.‘_'f_? = |

23 EARNINGS REPORT

Instant Join features and tools
You can use the following features and tools when you join a session from the Web ApplnstantJoin.

e Join instantly without going through a download or installation.

View the presenter's shared screen.

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

Raise your hand to get the organizer's attention.

Send chat messages to other attendees (either privately or to everyone).
Mute and unmute yourself (if enabled by the organizer).

Note: The availability of these features depends on the attendee's w eb browser. tems marked w ith an asterisk (*) are only available
to Linux and Google Chrome OS attendees using a Chrome brow ser.
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Join a session via Instant Join

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

e If you join from Linux, Google Chrome OS or Mac OS X 10.6 (Snow Leopard), then you will
automatically join the session using the Instant Join app.

e If you join from any other operating system, then the desktop app will automatically begin
downloading and launch you into session.

Connectto session audio

The first time you join from the Instant Join app, your web browser will attempt to connect your mic and
speakers to the audio conference. You must give the browser permission to access your mic and
speakers in order to continue.

e To enable the mic and speakers on Chrome, click Allow to continue. If you do not see the
prompt, click the Video icon [ in the Address bar.

' —— ey =)
f ([ GoTewWebingr | GoTowes x \ | N
€ - @ |B cinx Online LLC [US] | hitps://app.gotowebinar.comy/indes himls 108054563 gl =
& hupsyfapp.gotowebinar.com/ wants 1o use your microphone. . Deny Leamn more ¥

Fa

No one can hear you.

¥ou must click Allow so that people can hearyou

e To enable the mic and speakers on Firefox, click Share Selected Device when prompted (if
needed, selectthe desired input device first). If you do not see the prompt, click the Mic icon %' in
the Address bar.

Mute/unmute yourself

You can easily mute or unmute yourself at any time by clicking the Audio button @ in the right navigation.
it will turn red € when muted and green when unmuted L] (i.e., others can hear you).

Note: You must first be unmuted by an organizer in order to unmute your mic during a w ebinar.
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| Eﬂ GoToWebinar | GoToy, @ % FE
City

€ = O | B cioc onboe LLE US]| hitpsyapp gatowebinarcam,imdex. hml# 108054563

Q3 EARMIMNGS REFPORT

Switch audio modes (mic/speakers vs. phone)
Note: Only attendees running Linux or Google Chrome OS and using a Chrome brow sercan use mic and speakers (VolP).

You can switch between using your mic and speakers (VolP) and dialing in via phone at any time.

1. Click the Settings icon £4in the right navigation.
2. On the Audio tab, select one of the following (depending on what options the organizer provided):

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

displayed.

B ook | GoTew @ =

| = § Citris ke LLC [U5] hitps spp.goicwehinar.com/inde himli 105054 542
| :

Settings

Audiz

@tumpuur audia
L3 s .f' i
\,\..-- A
-

EARNINGS
udio

. Camputer audia
i L] il
To change your aud .}} Lhabots
AT s ek oo
ddediis har United SEates phane mimbers:

- phonescall Tall Free i 1866 501 6455
bt Long Distance © =1 [534) 307-1001
Access Code ) 140-665-041
Adio PN I
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Raise your hand

Click the Hand icon @ in the right navigation to alert the organizer. The Hand icon will glow green ©

while it is raised, and will return to gray once it is lowered by you or by the organizer.

|/ B GeToWekinar | GoTel. @ x \t-_l' {

EE Ry~

- - .El.:C-llnxﬁnimeLLC.IELI.;»]--I-ﬁtps;-'.*app.gut:mt;inar.cum;in_:ie:c htm|#108054563 =

Q3
EARMIMNGS

Limitations of the Instant Join app

While the Instant Join appallows attendees to use many of the same features and tools as the
GoToWebinar desktop app, there are some features that are not supported.

Organizers cannot host sessions using the Instant Join app.
Attendees cannot be promoted to Presenter, panelist or organizer.
Attendees cannot take control of the presenter's mouse and keyboard.
Attendees cannot use drawing tools.

Attendees cannot view or share webcams.
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GoToWebinar Web Viewer

If you join a webinar from a Mac OS X 10.6 (Snow Leopard) computer, you will join the session directly
from your web browser. This allows you to join webinars even though the GoToWebinar desktop app
does not support OS X 10.6.

Note: Only attendees running Mac OS X 10.6 (Snow Leopard) will join via the Web View er. Attendees running Linux or Google
Chrome OS willjoin viathe Instant Join app, w hile all other attendees w ill join via the desktop app.

PO i the webinar x Yy 2
< = C # £ https://global.gotewebinar.com/join/ 158708382803 4552066/ 539364341 7 ® =

: 35K

Q3
EARMIMNGS

Web Viewer features and tools
You can use the following features and tools when you join a session from the Web Viewer:

Join instantly without going through a download or installation.
Connect to the audio conference by dialing via phone.

View the presenter's shared screen.

Mute and unmute yourself.

Send questions to the organizer.

Raise your hand to get the organizer's attention.

Change the language of the Web Viewer.
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Connectto session audio

When you first join the session, you will be prompted to dial in to the audio conference using your phone.
You can use the drop-down menu to see the phone numbers provided for other countries.

Once you have used your phone to dial in to the audio conference, click OK, I'm all set! to dismiss the
message. You can access the audio information at any time during the session by clicking the Settings

icon .7 in the right navigation and selecting Audio tab > Phone Call.

S

Call in using your phone

[ United 5tates (toll-free)

Dial - 1877 309 2074
Access code @ 659-769-932
AudioPIN @ 71

If you're already on the call, press #7184 now.

To use your computer's audio, switch to the desktop version of GoToWebinar.

OFK, I'm all set!

Raise your hand

Click the Hand icon @ in the right navigation to alert the organizer. The Hand icon will glow green 5]
while it is raised, and will return to gray once it is lowered by you or by the organizer.
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Send a question to the organizer

You can send the organizer a question at any time by clicking the Question icon “in the right
navigation.

Questions

Audience Question
L1 }-'l'n;at time is the 4725 meeting schedule
or?

A lewill start at 12:00 PM,
Public

Changethe language

You can change the language of the Web Viewer at any time by clicking the Settings icon £} in the right
navigation, selecting the General tab and using the drop-down menu.

>
Settings
Audio  General
Language
| English - English -
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View limitations of the Web Viewer

While the Web Viewer app allows attendees to use many of the same features and tools as the
GoToWebinar desktop app, there are some features that are not supported.

Organizers cannot host sessions using the Web Viewer.

Attendees cannot be promoted to Presenter, panelist or organizer.
Attendees cannot take control of the presenter's mouse and keyboard.
Attendees cannot use drawing tools, participate in polls or answer questions.
Attendees cannot view or share webcams.

Attendees cannot switch to the desktop app.

Join Help

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

I can't join a webinar.

If you're having trouble joining a webinar, then try the following troubleshooting steps:

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

e How to Uninstall GoToMeeting from a PC

e How to Uninstall GoToMeeting from a Mac
If that doesn't work, try rebooting your computer. Often this will resolve many issues you may be
experiencing by resetting the current state of your software and starting over again.
If you still have trouble joining a meeting, please contact Citrix Customer Care.

When | try to install GoToMeeting, nothing happens.

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

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

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

Desktop Application on Mac articles for more detailed instructions about downloading with each
web browser.
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e Whenyou install using Internet Explorer, you should see a prompt at the bottom of the
screen that says "Do you want to run or save GoToWebinar Launcher.exe from
download.citrixonline.com?". You'l need to click Run to continue.

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

o [f an "Opening GoToWebinar Launcher.exe" pop-up window asks you if you would
like to save the file, you'll need to click Save File to continue.

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

e Whenyou install using Chrome, you should see one of the following options:

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

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

When you install using Safari, you'll need to double-click the "Citrix Online Launcher" file

in the browser's Downloads window to continue.

e If you have previously joined a meeting, webinar or training from the same computer, Internet
Explorer may redirect you to the Connected to GoToWebinar page without showing the prompt at
the bottom of the page. In this case, try clicking launch GoToWebinar again on the “Connected to
GoToWebinar’ page to prompt a manual download. If the page redirects to the GoToWebinar web
app before you can click the link, try starting the webinar again.

Connected to GoToWebinar

Redirecting in & seconds

Questions?

te 1hal you can dicable af any time

About Us | Tesma of Service | Privascy Policy Eh"ﬂ!.x

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

e Update Internet Explorer
e Update Mozilla Firefox
e Update Google Chrome
e Update Apple Safari
e If you still have trouble joining a webinar, please contact Citrix Customer Care.
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| can see the webinar on my computer but | cannot hear anything.

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

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

If you are hearing the audio of your session through your computer speakers but cannot see the
presentation, the Viewer window is likely minimized.

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

| get a "Could not Connect" error when | try to join a session.

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

@ Could Mot Connect - GoTeMeeting ﬁ
A connection could not be established. Please verify:
+ You are connected to the internet.
+ A personal firewal, sudh as ZoneAlarmi®, Norton Personal Firewal™,

etc. has not blocked GoToMeeting. If 5o, go to your firewal's program
controls, unblodk GoToMeeting and try again.

Need more help? | _Rewy || @it

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

avast!

AVG
Kaspersky
McAfee
Norton
Trend Micro
VIPRE
Webroot
Zone Alarm
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| can't use GoToWebinar with a firewall, anti-virus program or anti-spyware.

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

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

2. When prompted to enable GoToWebinar to access the Internet, click Yes. Then select the
"Remember the answer each time | use this program" check box.

3. Open your anti-virus program to allow it to accept all GoToWebinar files. The following must be
admitted via 1 of 3 ports: 80, 443 or 8200. One-way TCP connectivity is required (TCP outbound).

g2m_download.exe G2MStart.exe G2MChat.exe
AppCore.exe G2MLauncher.exe G2MQandA.exe
G2MinstallerExtractor.exe |G2MTesting.exe G2MSessionControl.exe
G2MCorelnstExtractor.exe |G2MMaterials.exe G2MMatchMaking.exe
G2MCodeclinstExtractor.ex |G2MPolling.exe G2MRecorder.exe

e

G2MinstHigh.e xe G2MView.exe G2MTranscoder.exe
G2Minstaller.exe G2MUl.exe G2MFeedback.exe
G2MuUninstall.exe G2MComm.exe G2MHost.exee

Configure firewalls within a corporate environment.

If you're using a firewall in a corporate environment, you may have a hardware firewall. Instruct your IT
department to read the Optimal Firewall Configuration Fact Sheet to allow GoToWebinar to connect.

Set up Norton® Anti-virus Software to allow GoToWebinar

1. In your system tray,double click the Norton Internet Security icon @

2. Select Open Norton Internet Security.

3. From the Status & Settings menu, select Personal Firewall > Configure.
4. Select the Programs tab to locate GoToWebinar, and then click Add.

5. To begin adding files, select g2mcomm.exe > Open.

6. When prompted, use the drop-down menu to select Permit > OK. Then repeat the steps for the
remaining GoToWebinar files.
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Set up Norton® Transaction Protection to allow GoToWebinar

If your version of Norton Internet Security has the Norton Transaction Protection feature enabled, you
may need to adjust your Norton settings before you can use GoToWebinar.

1. If you haven't already done so, start and then end a GoToWebinar session.

2. Right-click the Norton Internet Security icon & while it's visible in your system tray.
3. Select Open Norton Internet Security.

4. Select the Norton Internet Security tab at the top of the window.

5. From the Settings drop-down menu, select Norton Internet Security Options > Transaction
Protection.

6. Change the status to allow "g2mlauncher.exe,” and then click OK.

Set up ZoneAlarm Firewall to allow GoToWebinar

1. In your system tray, double-click the ZoneAlarm icon EA.
2. Select Program Control > Programs tab > Add.

3. On your computer, navigate to C:\Program Files\Citrix\GoToMeeting. Select all the GoToMeeting
files, and click Open.

4. Locate the GoToMeeting file in the Programs list. In the Trust Lewvel column, click the Question Mark
icon ? , and select Super. Repeat this step for each of the GoToMeeting files.

5. Finally, in the Access and Server columns, click each Question Mark icon ? that corresponds to a
GoToMeeting program, and select Allow.

McAfee® Total Protection Anti-virus Software to allow GoToWebinar

1. In your system tray, right-click the McAfee Total Protection icon @

2. Select Open McAfee Total Protection.

3. Then click Firewall > Settings.

4. In the Program Permissions, scroll down and select GoToMeeting > Edit.

5. Using the Access drop-down menu, select Full. Then click Save.
Set up Kaspersky® Anti-virus Software to allow GoToWebinar

Joina Session FAQs

Review frequently asked questions on joining a session.
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How do I register and join a session?

When you receive a GoToWebinar email, click the Registration URL to register for the session. You can
then join the session at the scheduled time in any of the following ways:

e Click the Join URL in your confirmation or reminder email, which you received when you
successfully registered for the session.

e Visit the Join the Webinar page. Type or copy and paste the Webinar ID from your invitation email,
and enter your email address.Then click Continue to enter the session.

Do | need a GoToWebinar account to attend a session?

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

What are the system requirements for attending a session?

e Internet connection

Windows® 8, 7, Vista, 2003 Server or XP
Mac OS® X 10.6 (Snow Leopard®) or newer
iOS 6 or newer

Android 2.2 or higher

Internet Explorer® 7.0 or newer

Mozilla® Firefox® 4.0 or newer

Safari™ 3.0 or newer

Google Chrome™

See the full _System Requirements for more information.

Can | attend a GoToWebinar session from an iPad, iPhone or iPod touch?

Yes, you can attend sessions on your iPad, iPhone, or iPod touch as an attendee only. You won't have
the ability to share your screen if given presenter control.

Can | attend a GoToWebinar session from an Android smartphone or tablet?
Yes, you can attend sessions on your Android smartphone or tablet as an attendee only. You won't have

the ability to share your screen if given presenter control.

Can | view presentations in full-screen mode?

Yes. On the top of the Attendee Control Panel, select the View menu > Full Screen. Or, you can click
the View button on the Grab Tab to toggle between Full Screen and Window mode.
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In-Session Features

Control Paneland Grab Tab

The control panel appears on the right side of your screen when
you start or join a session. To free up space on your desktop,

you can collapse the control panel and use the grab tab to
continue to manage your session.

Features & tools

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

e Screen sharing
Present a document, PowerPoint presentation or
anything else on your computer.

e Keyboard and Mouse Control
Give keyboard and mouse control to an attendee so they
can control your screen.

e Change Presenter
Allow someone else to show their screen.

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

e Audio
Use the audio pane to switch between telephone, mic &
speakers and/or conference call numbers (if available).

e Timer
Display a timer to attendees to help facilitate timed
assignments or discussions.

e Dashboard

Monitor the session at-a-glance and quickly view the timer,

attendance, raised hands and more.
e Attendee List
View the names of all the meeting attendees.
e Co-Organizers
Make someone a co-organizer so they can share control
the session with you.
e Panelists
Make someone a panelist so they can speak and present
during the webinar and answer assigned questions.
e Drawing Tools
Annotate directly on your screen to highlight, call out and
draw attention to items on your screen.
e Webcams
Turn on your webcam to work face to face with attendees.
e Invite Others
Click to invite attendees during a session.
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e Materials
Upload documents, images and media files and add web links to your Materials so that attendees
can review or complete tasks before, during and/or after a training in follow-up emails.
e Polls
Engage your attendees and focus their attention in-session.
e Tests
Create Tests that can be launched before, during or after a training.
e Question and Answer
Allow attendees to ask Questions to organizers during a session.
e Leave and End a Session
Leave or end a session anytime during the session.
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Invite Others

You can invite attendees to join your session either before or during the session. Attendees who haven't

registered must first fill out the required registration fields and submit the registration form before they can
join the session that's already in progress.

Invite attendees while in session

1. In the Attendees pane, click Invite Others.

= Aftendees; & out of 101 -

Attendees (5) Staff (1)

& IE A B 48 HAMES - ALPHABETICALLY -
r.J4 Chris Jones »
¥ David Wilkams

.4 James Moore

¥ Liz Davis

4 Sarah Walker -
(Z o] &) {oveover)
Search =)

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

e Instruct the individual to go to www.joinwebinar.com and enter the Webinar ID listed in the
window.

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

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

Invite Others b
Call the person and say:

1. Go to joinwebinar.com
2, Enter thiz Webinar ID; 147-621-331

[ Email “ Copy to Cipboard ]

Invite attendees before a session
1. Log in to your online account.
2. On the My Webinars page, click Share next to the desired session.

3. Select the desired method of inviting others (email, copy information, Facebook, etc.).
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My Webinars

Upcoming Webinars  Past Webinars 5] Schedule a webinar
TUEJ M ar 10 Daily Update Registrants:
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Share ~ | Edit | Copy | Practice | Start &

= Email Me the Imvitation

Copy Webinar Infarmation
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Webinars Made Easy®

Select All Cancel
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Share Your Screen

You can share your screen during a session, which allows you to present a document, presentation or
anything else you'd like to attendees. You can choose to share one or more of your monitors or even a
single application. You can also show a clean Windows desktop to hide icons and the task bar, as well as
blank out the background, so that the focus remains on the content you are presenting to your attendees.

[ = [T 3% 5] ia

— ".i'ﬁ_u'

f{-—ﬂil{

Q3
EARMINGS

i Bhoemars S Dpiad Wil Jer Wikson

mlx |

Share your screen

1. To begin speaking tothe entire audience, first click Start Broadcast; otherwise, only staff members
will be able to hear you.In the Screen Sharing pane, use the drop-down menu to select the portion of
your screen you would like to share:

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

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

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

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

Note: Sharing with "Screen (Clean)" and "Rectangle (Labs)" are not available to Mac organizers. If youw ishto share a

Pow erPoint presentation on a Mac, vou must first put the presentation into slide show mode and then select “Pow erPoint Slide
Show " inthe Application w indow. If you do not, attendees w ill continue to see the main Pow erPoint w indow instead of the slide
show, and they will not see your slides advance.
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= Soreen Shum; [ |
Mo one sees your screen

0c 00
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Both screens
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3. Click the Play button o to begin broadcasting your screen to attendees. You can change which
part of your screen to share using the drop-down menu at any time.

4. An "ON AIR - Showing screen" message will appear at the top of the Screen Sharing pane, and the
Play button @ will switch to Pause @

= Screen Sharing

Q00 € ¢

Show My Siop Give Change
Showing Keyboard  Presenter
[o— & Mouse
Seart Recoeding | 54.5 GB nemaining Settirgs
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Pause/restart screen sharing

Pausing screen sharing will freeze the image of the screen that attendees see.
1. In the Screen Sharing pane, click the Pause button L

2. A"Paused" message will appear at the top of the Screen Sharing pane, and the Pause button o
will switch to Play @, To restart screen sharing, click the Play button Q.

= Screen Shar'ng i)
Pause
Show Mr Sup Give Change
Showing Keyboard  Presenter
is p:.uuﬂ Saspan & Mouse
34.5 GB remaining Settinas

Stop sharing your screen

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

1. In the Screen Sharing pane, click the Stop button -]

= Sgreen Sharing [£]

Qo0 0 ¢

Show Wy Siop Give Change

[Ee=mnw]  showing Keyboard  Presenter
& e epen & Mouse
54.5 GB remaining Settrgs
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Share Your Webcam

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

to begin enjoying a telepresence-quality experience!
Note: This feature is only available for staff members (Presenters, panelists and organizers).

i

[ ) [ 5 5]
: 5K

Q3
EARMINGS
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Preview your webcam

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

your webcam.

e Before you start sharing your webcam, go to Preferences >Webcam to see a preview.

* Preferences - GoToWebinar gﬁ

Categary Webcam

Start
mlf HH Webcam Sebup

Webnars

Your camera:
Legitech Websam C930e Advanced

Select a display formal:
@ 4:3 (Normal) ) 1618 (Widesoreen)

Questions? Yisit the Suppart Center

o) o)

© 2015 Citrix Systems. All rights reserved. 124



Share your webcam

GoToWebinar User Guide

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

follows:

e In the Webcam pane, click the Share My Webcam button IE"or click the Webcams drop-down

menu and select Share My Webcam.

e In the Grab Tab, click the Webcam button = sothat it turns green .
¢ In the Attendees pane, right-click your name and select Share My Webcam or click the Webcam

icon " next to your name.

Fie Options View Help g~
+ Ausdisnce View [100%
+ Screen Sharng

= ARendees: Eoutof 1001

LTI}

=

g] = Webcam

§9

@ +| A Abways in Front
@ + Dashbeard Pfder:_sces...
@ B

Astendees (4) Staif (2] |
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¥ E'J James Moocre [Organizer, Pr...

+ Pols (0U0)
+ Owestions

+ Chat

Webinar How
Webinar B 190-506-05%
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Pause/restart sharing your webcam

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

e Click the Pause icon @ at the top of your webcam box in the Viewer. Click the Play icon 0o
restart sharing.

ﬁ GoToWebinar Viewear

Wibcams *

\

i\
b @ GoTo\Webinar Viewer
-

James Moore

James Moore
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Stop sharing your webcam

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

In the Grab Tab, click the green Webcam icon & so that it tumns gray.

In the Webcam pane, click the Stop Sharing My Webcam button & or click the Webcams drop-
down menu and select Stop Sharing My Webcam.

In the Attendees pane, right-click your name and select Stop Sharing My Webcam or click the
Webcam icon m: next to your name.

In the Viewer, click the Stop icon € at the top of your webcam box in the Viewer.

In the Viewer, click the Webcams drop-down menu and select Stop Sharing My Webcam.

See Share your webcam for information about restarting webcam sharing after it's been stopped.

= ¥Webcam (LR

@ Wistasid
Stop Sharing My Webcam,
ToWebinar Views Stag g Uy
ﬂ o ! ! VWebcan Sherw Webzams [}
Wiebcarms = |
p Sharing My Webcam, Filvwrys in Fromt

Hide Webcams [:} Peeferences..

Web<am Posstion:

Top

Left

Eotiom

Bight

filwarys in Front

Preferencet...
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Hide/show webcams

Hiding webcams does not pause or stop webcam sharing; it simply hides the webcams currently being

GoToWebinar User Guide

shared so that they do not take up space in the Viewer. Keep in mind that if you are sharing your webcam
and then hide webcams, other attendees will still be able to see you.

You can hide webcams in either of the following ways:

¢ In the Webcam pane, click the Webcams drop-down menu and select Hide Webcams.
e In the Viewer, click the Webcams drop-down menu and select Hide Webcams.

Use the same process and select Show All Webcams to display them again.

= Webcen
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Start or stop webcam sharing for other attendees

Note: This feature is available to organizers and co-organizers only.

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

o In the Attendees pane, click the Webcam icon '« next to the attendee's name.

¢ In the Attendees pane, right-click an attendee's name and select Send Webcam Request from the
drop-down menu.

= Aflendees: & out of 1001 (eI

. Attendees {5] Staff (1)

'Q - Eﬁﬂﬂ NAMES - ALPHABETICALLY r.
“ Chris Jones -
& Diavid Midkame

David Willlams:

= -SIN0Y - Connected bo Audio L\;‘
¥ KmTh |, Mute David Williams

| Sue M

& 2 ] Make Presenter...

Make Panelist...
Make Organizer...

Search |

Allows Drawing
Choose pen color ¥
Allew Attendee List

Send Chat Message...
Copy Email Address to Clipboard

Dismiss David Williams...

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

¢ In the Attendees pane, click the Webcam icon B+ next to the attendee's name. Attendees will see a
yellow tool tip or dialog indicating that the organizer has closed their webcam feed.
¢ In the Attendees pane, right-click an attendee's name and select Stop Webcam Sharing.
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The presenter has the ability to share their screen with other attendees during a session. As an organizer,
you can make another attendee the presenter at any time (which does not cause them to automatically

become an organizer).
the end of the session.

Make an attendee Presenter

1. Select a Presenter in either of the following ways:

¢ In the Screen Sharing pane, click the
Change Presenter button @ and select

the new Presenter. Note that only staff
members will appear on this list.

= Cerear Sharicg [2] I
a Make Presentern
Dawie] Wilkams [Panekat)
Sz My e Che Sipe WiBar (Panekst)
Showey Keyboard
Sermat & Mouse

(o) .1 6 e

OR .

Making an attendee a presenter automatically makes the attendee a panelist until

In the Attendees pane, right-click the name of
the desired attendee and select Make
Presenter.

M= Atlendees: & out of 1001 2 X
Attendeas (5) Staff (1)
& B A B & HAMES - ALPHABETICALLY ~
P Chris Jones -
E David Miikame !
¥ T David Willlam;:. [}
- Connected to Audio
# KmTH o Mute David Williams
Sua M
f'_ m Make Presenter...
Saarch | - : Make Panelist...
Make Organizer...
Allow Drawing
Choose pen color [

Allew Attendee List

Send Chat Message...
Copy Email Address to Clipboard

Dismiss David Williams. ..

2. Click Yes to confirm that you want to switch Presenters. You can also enable the "Request
keyboard and mouse control* check box to have a request sent to the attendee before clicking Yes.

ﬁ Venfy Presenter Change - GoToWebinar

=5)

[ Reguast keyboard and mouse control

'9 Are you sure you wand to make David Wiliams the Presenter?

Mg

Ly ]
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3. The new Presenter will be notified, and you will see a confirmation that you are no longer the
Presenter. Attendees will see a "You've been made the Presenter" window prompting them to share

their screen.

(&5 You'e the Presenter - GoToWebinar ==
9 You have been made the Presenber.
Please close confidential windows,
Wher ready: Chow My Sareen -l
| ! == Oniy- -
+" Screen
Mot ready? Clck dose X In b right comer, Ecresn - CLEAN [hide leons, background & taskbar)

[ ks - Qwtiook
IE Geogle Chroma
[F Q3 Earnings Report patx - PowerPoint

Take back Presenter control

You can resume Presenter control in the same way you passed it to another attendee:
e In the Screen Sharing pane, click the Change Presenter button & and select yourself.

-0OR -

¢ In the Attendee pane, right-click your own name and select Make Presenter.
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When you are Presenter, you can grant other attendees shared control of your keyboard and mouse. This
allows them to mowe the mouse about your shared screen and use their own keyboard to type on it,

which can aid in collaboration.

Of course, your mouse always has priority. You can always owerride another attendees' mouse
movements to temporarily regain control without removing their access.

Note: This feature is only available for staff members (Presenters, panelists and organizers).

Share keyboard and mouse control with others

Note: Attendees w ho joined via Web App must sw itchto the desktop app and then be promoted to Panelist to share keyboard and

mouse control. Mobile attendees cannot use this feature.

1. Share keyboard and mouse control in either of the following ways:

¢ In the Screen Sharing pane, click the
Give Keyboard and Mouse button and
select the desired member of staff.

= Screen Sharing =]

-

Show by Seeg
Shewing  Meyboard
Sergan & Mouse

Give Keyboard and Mouse:

James Maare (Pansksi)
Sarah Waker (Organizer)
Presenter

Stmrt Reconding | 55.0 GB rermaining Sgtiingy

OR

¢ In the Attendees pane, right-click the name of
the desired staff member and select Give
Keyboard and Mouse.

| # WMute Al

= Attendees: & out of 101 (L0 .
Attendess (3) Stalff (3) _
I S NAMES ||
& James Moo~ —
3 James Moore (Panelist):
& || = & Jenn wils - Connected to Audio [:3‘
& Sarah Wakl  Mute James Mogre (Panelist)

Send Webcam Request

Make Presenter...

Make Organizer...

Give Keyboard and Mouse

Allow Drawing

Choose pen color k
Allow Attendee List

Send Chat Message...
Copy Email Address to Clipboard

Dismiss James Moore (Panelist)...

2. All attendees with keyboard and mouse control will have a Check icon » next to their name in both

drop-down menus shown abowve.
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Temporarily take control of your keyboard and mouse

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

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

Remove keyboard and mouse control from others

You can remove keyboard and mouse control in the same way that it was granted (e.g., selected from
one of the drop-down menus). Once attendees hawve control removed, the Check icon ~ will disappear.
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View and Manage Attendees

The Attendees pane displays a list of all the participants in a session. You can toggle between the

Attendees tab and the Staff tab (which displays the names of organizers, presenters and panelists) to see
who's in attendance.

= Aflendees: & out of 1001 (eI

. Attendees (5) | Staff (1} |
& [ A B & MAMES - ALPHABETICALLY
# Chris Jones ..
& David Midlsme
4 lames David Willlams: [;}

) . - Connected to Audio
& KmTh o, Mute David Williams

I - S I ) | Sue W

e ] Make Presenter...
Search | : Make Panelist...

Make Organizer...

Allgws Drawing
Choose pen color ¥
Allew Attendee List

Send Chat Message...
Copy Email Address to Clipboard

Dismiss David Williams...

Attendees paneicon key

The Attendees pane uses icons to describe the status of the attendees and staff members in your
session.

Audio icons

4 Individual is connected via VoIP and unmuted

#Individual is connected via VoIP and has muted themselves

Individual is connected via VoIP and muted by organizer
Individual is attempting to connect via VoIP

«,Individual is connected via phone and unmuted

windividual is connected via phone and has muted themselves

+zIndividual is connected via phone and muted by organizer
Individual is attempting to connect via phone OR they are connected but have not yet
entered their audio PIN
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Other icons

mindividual is the current Presenter (staff only)
Individual has been given access to keyboard and mouse control
k Individual is currently controlling the keyboard and mouse
Individual has a webcam connected (but is not sharing it) (staff only)
=Individual is sharing their webcam (staff only)
v Individual is not attentive (i.e., an application other than GoToWebinar is at the
forefront of their screen)
2 Individual has asked a question
4mindividual has their hand raised
#Individual has been given access to drawing tools

Mute/unmute attendees
By default, all attendees are automatically muted when they join the webinar.

e To mute or unmute a single attendee, click the Audio icon next to their name. Plain green icons
& %, represent unmuted attendees, while icons £ with a slash through them represented muted
attendees.

e To mute all attendees, click the Mute All button at the bottom of the Attendees pane.

> Kim Thomas

x Sum Millar

(usen)
Search | =)

Note: If an organizer attempts to unmute attendees w ho have muted themselves, the attendees w ill be prompted to be automatically
unmuted or to remain muted.

Make an attendee Presenter

The presenter has the ability to share their screen with other attendees during a session. As an organizer,
you can make another attendee the presenter at any time (which does not cause them to automatically
become an organizer). Making an attendee a presenter automatically makes the attendee a panelist until
the end of the session. See Change Presenter for more information.

Make an attendee an organizer

As the scheduling organizer of a session, you can allow other attendees to be co-organizers who can
facilitate the session with you. You can either add an organizer before a session begins (which allows
them to start the session on your behalf), or you can promote an attendee to organizer while in session.
Co-organizers are able to access all the same session features as the scheduling organizer (however, co-
organizers who are promoted during a session will not have access to post-session features like
reporting, archiving recordings and sending follow-up emails). See Add Co-Organizers for more
information.
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Give an attendee keyboard and mouse control

When you are Presenter, you can grant other attendees shared control of your keyboard and mouse. This
allows them to mowve the mouse about your shared screen and use their own keyboard to type on it,
which can aid in collaboration. Of course, your mouse always has priority. You can always override
another attendees' mouse movements to temporarily regain control without removing their access. See
Give Keyboard and Mouse Control for more information.

Stop/start attendee webcam sharing

e To request that an attendee start sharing their webcam, right-click their name in the Attendee
list and select Send Webcam Request. The attendee will be prompted to share their webcam
(they can click Share My Webcam or Not Right Now).

Note: This feature is only available for staff members (Presenters, panelists and organizers).

BB Share Webcam - GoTcWebinar =

The organizer would like you to share your
webcam. Would you like to share it now?

[ Share My Webdas ] Mot Ragh Mo I

e To stop sharing an attendee's webcam, right click their name in the Attendee list and select
Stop Webcam Sharing.

ﬁ Webcam closed by Organizer - GoToWebinar )

The Orgarazer has stopped shadng your webeam. It is no longer
I visible to any attendee.

Show/Hide Attendees pane for an attendee

If desired, you can allow attendees to see the Attendee list in their Control Panels.

e To do so, right-click their name in the Attendee pane and select Allow Attendee List. A
Checkmark icon ~" will be displayed next to the selection when it is enabled, and will disappear
when it is disabled.
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Dismiss an attendee

You can remove an attendee from the meeting by dismissing them. To do so, right-click their name in the
Attendee list, select Dismiss Attendee, and then click Yes to confirm. Attendees will automatically be
disconnected from the session and will see a message notifying them that they were dismissed from the
meeting.

&8 GoToWebinar [ ]

fﬁl The organizer has dismizzed you from this Webinar,
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Add Co-Organizers

As the scheduling organizer of a session, you can allow other attendees to be co-organizers who can
facilitate the session with you. You can either add an organizer before a session begins (which allows
them to start the session on your behalf), or you can promote an attendee to organizer while in session.
Co-organizers are able to access all the same session features as the scheduling organizer (however, co-
organizers who are promoted during a session will not have access to post-session features like
reporting, archiving recordings and sending follow-up emails).

Add a co-organizer before the session

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

1. Log in to your online account.
2. Either schedule a new or open an existing webinar.
3. On the Manage Webinar page, click Edit nextto Co-organizers. Then click Add Organizer.

4. Enter the name and email address of the desired individual, then click Add another organizer to
add additional people if needed. GoToWebinar will remember their info and suggest it to you the next
time you add co-organizers to a webinar.

Note: If there are other organizers on your same GoToWebinar account, then you w ill see their names appear in a drop-dow n
menu w hen vou start typing the name. Y ou can select the check boxes nextto the desired individuals to have their name and
email automatically added.
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5. Click Save when finished.

My Webinars * Manage Webinar

Manage Webinar for "Quarterly Review"

'fn Shane Schedule Samilar Yebinar | Camcel Webinar

St Up Your Webinar

Title Edit
Quarterly Review

My Webinars ' Manage Wiebanar * Qrganizers
Cate and Time

ThuApe 22008 s00PM - Organizers for "Quarterly Review”

Add to Calendar

Webinar language Name il organizers
Enghsh
g x Jane Dos x ploedd] I7Fgmaloom C-OrgaNIZErs on Yot C0 £an
hatlp oo 561 up Ehe wabinar,

Audic Name Erad Riead more about $talf bo ensure a
Participants can use their « Matk Sanchez |ms.an|:nez| smocth 32art to your webinar
Tollres 187
Tall-free: 1 877 309 2074 e o
Long drtance +1 [415) &! batbdlie e i)
Auxdia PIN: Shown after jo

OgANIEET « LR Save Cancel

ALcpds Codes G613

B view ail staff details

Branding and themes
Custornaze the branding for this wehinar,
Co-peganizers Edit

o Co-organizers.

Panelists Edit
No panelisis.
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Promote an organizer during a session

1. In the Attendees pane, right-click the name of the desired attendee and select Make Organizer.

= atlendess: & out of 1001 (e 10
Attendees (5) Staff (1)

4 B A B & MAMES - ALPHABETICALLY ~

z Chris Jones -

z Dravid Midkame

¥ r—dt David Williams: [;}

- Connected to Auwdio
4 KmT o Mute David Williams
| & Sue W
& o ] Make Presenter...

Search | Make Panelist...

Make Organizer...

Allow Drawing
Choose pen color k
Allow Attendee List

Send Chat Message...
Copy Email Address to Clipboard

Dismiss David Williams...

2. You will be prompted to confirm that you wish to promote the attendee to organizers. Click Yes to
continue. The attendee will be notified of their new organizer status.

- T Y
@ Make Organizer - GoToWebinar ﬁ

All Organizers have equal rights and can owemide the actions taken
L. by other Organizers. The Organizer role can not be removed once
T its grented,

Do you =4l wand to make Sarzh Walkeer (Panekst) an Organizer?

Add Panelists

Panelists are members of webinar staff who can speak, present, share webcams and answer assigned
questions during a session. You can either add panelists before a session starts, or promote attendees to
panelists during the session.Unlike co-organizers, panelists cannot start or facilitate a session on their
own.

Add a panelist before a session starts
1. Log in to your online account.
2. Either schedule a new or open an existing session.
3. On the Manage Webinar page, select Edit next to Panelists.

4. Enter the person's name and email address.
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5. To add another panelist, click Add Another Panelist.

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

My Wibinars * Manage Webinar

Manage Webinar for "Q1 Quarterly Report"
Schedule Simalar Webinar | Cancel \Webinar

Set Up Your Webinar

Title Edit
Q1 Guarterly Report

Date and Time Edit
This webinar meets 3 times. Attendees are expected to attend all 3 sessions.

Fri, Jan 30, 2015 7:00 P - 8:00 FM PST
Sat, Jam 31, 2015 7:00 PM - 8:00 PM P5T
Mon, Feb 2, 2005 7:00 PM - 8:00 PM PST

Add to Calendar

\Webinar language
English My Webinars * Manage Webinar * Panelists

Panelists for "Q1 Quarterly Report"

Audio
Participants can use ther computers microphane and speal

United 5tates Name Emall Address
Long distance: =1 (951] 384-34371
Audio FIN: Shown after joining the webinar

organizer - ummuted Panelist - unmut
Access Code: 866-907-701 Access Code 404

Add Another Panedst

Branding and themes Cancel

Customize the branding for this webinar.

Co-organizers Edit
Ko co-argamzers,

Panelists @

Mo panelists.
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Add a panelist in-session

1. Right-click an attendee's name in the Attendee List and select Make Panelist.

GoToWebinar User Guide

= atlendess: & out of 1001

(LI 4
Attendees (5) Staff (1)
Iﬁ A B & HAMES - ALPHABETICALLY
I Chris Jones -
F 4 Doy M =
David Williams:
Ed Jamey - Connected bo Audio [:-\3’
¥ KmTh o Mute David Williams
Sue W -
'ﬁ;‘ | Make Presenter...
Saaech | — Make Panelist...
Make Organizer...

Allow Drawing
Choose pen color k
Allow Attendee List

Send Chat Message...
Copy Email Address to Clipboard

Dismiss David Williams...

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

3. If you want a panelist to show their screen, you can make them a presenter.
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Dashboard

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

Monitor the Dashboard

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

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

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

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

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

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

= Dashboard Ll
Duration: 60 Minutes

Timer: [27:28 -32:32

attendance: |3 Here |

L Attentive: 00

Questions: 0

Hands Raised: 1)1 (100%)
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Audience View

The Audience View displays a thumbnail view of what attendees see when you share your screen. You
can literally see what your attendees are seeing by looking at the Audience View pane.

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

View what your audience see

e Audience View: Allows presenters toview a thumbnail image of what everyone else in the session
is seeing.

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

[ Fie Options View Help g~ 5 ox
= Screen Sharing

00060

Show !-'Iy Stop Give Change
Showing Keyboard  Presenter

wmtw & Wouse

(SRemmmig) 1.4 68 evaming serss
+ [Dashboard Y ox

= Audience View [100% LIl

=
e —,

%—_—m
Tala dl_'. s #
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Polls

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

Launch and close a Poll

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

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

Show Poll results
1. In the Polls pane, find the Poll you want to share with your attendees.
2. Click the Share button.
3. To resume presenting, click Hide.

= Polls (2/2) o ox

Altendees are viewing

100% North America
0% EMEA
0% APAC

100% oo
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1. Expand the Polls pane in your Control Panel. If you're presenting, first pause or stop Screen

Sharing.

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

where you can create new Polls.

Ky Weabinars - Manage Webinar - Polls

Manage Polls for "Webinar Now"

% Create New Poll

Order Polls

2 Where are you located?

Update Urder

How many webinars have you attended this year?

After the session, generate an Allendes Report to view the r

Date Modified Remaove

May 10, 2012

May 10, 2012

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

updated Polls in the Polls pane.

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

- Polis (1/2)

Aitendees are viewing

0:D6

0% 1-3

0% 4-7

0% 812

0% 13-20

0% 21 or more

0% Voted

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

Hide to resume the webinar.
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Question and Answer

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

Answers, set priority and assign Questions to other organizers or panelists. Panelists can only see
Questions assigned to them.

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

2. Type your response in the text field, or use the drop-down menu to respond, and click Send

Privately to send the answer to the attendee only or Send to All to send the answer to everyone in
the session.

= Questons 5 x

"

B Show Aanswered Questions

X Question Asker |

1| Will there be ancthar Pol? Sam =
Vil there be another Poll?

TES

| send Privatey || Sendwoas | )
1 1 don't understand the question. Please explain it further.

We'll answer this later in the Webinar

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

Mo.

Absolutely!

3. After you've answered a question, a checkmark will appear in the flag column.
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Assign an attendee's Question to another organizer or panelist
1. In the Questions pane on the Control Panel, select the Question to highlight the entire row.
2. Right-click the actual Question, and select Assign Question to in the drop-down menu.

3. Choose the name of the organizer or panelist. Whoever you choose will get assigned to the
Question.

Wil there be another Poll?:

Set Priority ,
Aszign Question To ME
Maddie Mq,' iﬂ:gan g Frﬁ:nl:r. Me) M# qml'l o L I
Chrver O (Panelist) Paste Recent Answer »

Send Chat Message..
Copy Email Address to Clipboard

Dismiss Sam Sane..

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

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

Citrix offers sewveral beta features known as Labs, which are exciting new ways to enhance your sessions.
Keep in mind that when you use a Labs feature, you are agreeing to use a feature that has not been fully

tested and may still have some bugs. If you decide you no longer want to use a lab feature, you can
always disable the feature from your Control Panel.

Available Labs features
The following Labs features are available to organizers:

e Share a whiteboard

e Show profile pictures for staff
Allow "sharing a rectangle" (screen sharing)
Show Control Panel to attendees

e Use Webinar Analytics

Enable/disable Labs features in desktop app

Note: This is available to Window s usersonly.

If you end a session with one or more Labs features enabled, then GoToWebinar will remember your
preference when you next start or join a session.

e To enable a Labs feature, select File > Labs. Then select the desired feature; once enabled, it
will display a Check icon ¥ .

e To disable a Labs feature, select it again in the Labs menu. Once the feature is disabled, the
Check icon ¥ will disappear.

[ e options view Hep & =%
Edit Your Mame and Email... plix
Edit Webinar Subject... ]
E Save Chat Log.. 4=
ﬁ Save Questions Log... 2
qom
ﬁ Preferences... =
@ Laks [} W Vides Sharing
Bt - End Webinar ¥ Profile Pictures  [Drop your image file onte Attendes Pane]
=t ¥ Allow Sharing a Rectangle  [mew Shew My Soreen menu itemns)
+ Cha
¥  FORINSTRUCTORS OMLY: Shew my Contrel Panel to attendees during screen shaging
Webinar Now
@ Viebinar ID; 1£46-£75-E11
GoTo\\Vebinar

Note: The firsttime you enable a Labs feature, you w illbe prompted to accept the terms of use. Click Agree to continue.
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&8 Labs - GoToWebinar ]

i' Thark: you for haiping us innevata!

LY

 Fleass review our lemms of ve:
mm!mmmmmmmﬂmwh

furnctionaity svalshle on an eqpenimendsl basis in the {om of Labs.
The Lakes features are optional, are offered ‘ass’ and may contain

particuler Labs {asture Your sccess bo snd/or use is 8 your sols
sk and Citrx hereby expresshy dsclaims any lablty whatsoaver in
cornection with your use of the Labs festures.

agee ][ cance |

Note: This is available to Window s usersonly.

Share a whiteboard

Note: This is available to Window s users only. Sightboard must be enabled via the w eb app rather than the desktop app.

Sightboard uses your HD webcam (and a little magic!) to broadcast an image of your whiteboard to
attendees and share your updates in real time, allowing them to collaborate as if they were standing right
in front of it. Sightboard can even see behind you as you write on the board and will automatically save
snap shots documenting each change you make. See Share a Whiteboard for more information.

Note: This is available to Window s usersonly.

Show profile pictures for staff

Note: This is available to Window s usersonly.

This feature allows staff (i.e., panelists, presenters and organizers) to add profile pictures to their names
in the Attendees pane. To enable/disable this feature, select File > Labs > Profile Pictures.

e To add their profile pictures, Windows and Mac staff can drag and drop an image file into the
Attendees pane. GoToWebinar will remember profile pictures for future sessions that have this
feature enabled.

e To remove their pictures, they can right-click their name and select Clear My Profile Picture.

Staff can howver their mouse owver another staff member's picture to see an enlarged version of the image.

|l ‘ - Attendees: 5 out of 101 e x|

| Aftendees(3) | Statf (2}
& Em» HAMES

l.,_; James Moore (Panelkst)
e

I

F K e Junn Wilson (Organize...

| ko] vte onrs)
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Attendees will also see each staff member's picture appear next to their name in their Control Panel and
Viewer (e.g., "Talking", "Now Viewing <attendee>'s Screen" messages).

, :
ﬁmmm — o

Fig Vaw Hep -

5= Auda u
x O Talaphana
, || @ Mic & Speakers
5 r = Sipeneh Chee
& MuTED
[Uieopheons Meane High Defini_) =|
&b BlBlanne0

Q3
EARNIMNGS

Webinar O 14557560

Gola\\ebinar

Allow "sharing arectangle" (screen sharing)
Note: This feature is available to Presenters as w ell as organizers.
Note: This is available to Window s usersonly.

This feature allows you to use select a specific portion of your screen (denoted by a framed area) to
share with attendees.

1. To enable this feature, select File > Labs > Allow Sharing a Rectangle.

2. In the Screen Sharing pane, two new options will appear in the "Show My" drop-down menu: :
"Rectangle” and "Rectangle - but hide my icons & taskbar".

3. When you select one of the new options, a floating GoToWebinar rectangle will appear on your
screen. You can click and drag the edges of the rectangle to change its size and shape as desired,
then drag it around the screen to frame the area you want to share. Only the area within the frame will
be shown to attendees.
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= Screan Sharng ¢

T

R i
Emum':

Screan of Main mosker 1

Screen of Main mosdar 1 - CLEAN (hide ioons, backproond & teskhar)
Sereen of Wan moakar 1, withest Control Panel
Screen of Wan monlor 1, withost Control Paned - CLEAN

Sereen of monior 2
Q3 Sareen of menber T - CLEAN
EARMIMGS Bath screans

Bath screers - CLEANR

A7 icrosoft Outicok
§ Qoogle Chrome
{7 23 Eareings Regort potx - Wicreaaht PewarPoni

5150k —"

4. The attendee's Viewer will automatically re-size itself to match the shape of the frame on your
screen.

S Rreniman =

=) [~]

Show Control Panel to attendees
Note: This feature is available to Presenters as w ell as organizers.

Note: This is available to Window s usersonly.

By default, your Control Panel is hidden from attendees when you are sharing your screen. If desired, you
can use this feature to have your Control Panel be \isible on the shared screen.

To enable/disable this feature, select File >Labs > Show my Control Panel to attendees during
screen sharing.
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Q3

EARMINGS

Use Webinar Analytics

Webinar analytics are a type of report available to organizers when logged in at
https://global.gotowebinar.com. You can see analytics for all of your webinars by clicking View
broadcasting data on the Webinar History page. You can also view analytics for a specific webinar by
selecting the Webinar analytics report on the Generate Reports page.

Voo Braddenitng Dats | MblySics for Gafsng Stirbid wth GoToWebing

Analytics for Getting started with GoToWebinar

1% 30 7015 46 AM PST

Avtrage time in sesion AuRraGe ALtEnLVErELL ABrAGE inlerest fating Poil respanse e
58 min S083333 6917 50.00%
Attendance Funmel = Atendees in session =
M v - .-
7 - -
§ \
[ y
i £ \
/
4
a1
o s o o ™
- amda

Reghimants | Mtendest | Pols | QAA

Which is wour Favarite browser =
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Send ChatMessages

Staff members (e.g., Presenters, panelists and organizers) can exchange instant chat messages with
each other during a webinar. They can also send public chat messages to all attendees, which will appear

in each attendee's Questions pane.

If desired, staff members can sawe a Chat log after the session ends to review messages later.

Chat with others

Note: It is not possible for attendees to exchange chat messages w ith other attendees, but they can send questions to staff
members if desired.

1. In the Chat pane, use the drop-down menu to select the recipient of the message:

¢ All - Entire Audience — All participants will see the message; it will appear in the Chat pane for
staff members and the Questions pane for attendees.

¢ Organizers and Panelists only — All organizers and panelists will see the message in their Chat
pane.

e Presenter only — The Presenter will see the message in their Chat pane.

e Individual staff member — Send a message to an individual Presenter or Panelist.

¢ Send question to staff — All members of staff will see the message appear as a question in the
Questions pane rather than their Chat pane.

2. Type your message in the text field, then click Send.

= Chat [ 3

-

Me {to All - Entire Audience
732 P Hello avernyone, thanks for pining

Sue Miller (to Organizers and

Panelists Cnly)
T:36 PM: FY1 Jenn will b pining a Bis lats,

Organizers and Paneksts Only Pl e
Send Chat To:

Al - Entirs Audienca m‘
¥ Organizers and Paneists Only

Presenter Orily

Sarah Walker (Presenter)

Swe Lillsr (Pansist)

Sand guaston 1o Stafl

Save the chat log

You can sawe a log of the Chat messages as a Rich Text file ((RTF). The Chat log will only include
messages that you saw; any private message sent between other attendees will not be included.

Note: This feature is only available for staff members (Presenters, panelists and organizers).
1. Click File in the top navigation and select Save Chat Log.
2. Select a location on your computer, and change the default name (if desired).

3. Click Save.
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—_| Fis Options View Heb - -oe
= :
= Edit Wour Mame and Email... Cl
Save Chat Leg... N p =
ﬁ Save Questions Log... Cl
@ Preferences.., =
) x
Labsg 3 S
@ | €8 save Chat Log 1o & File
_— Saveln: [ Lbrries - B 7 e

. | & Documents & Boduazze
nﬂl.‘tl:;P' .._‘-‘-_.‘;- Library ""‘-.._f Library

:] m Pictures Videes
= \J Librany Library

Libraries

Cnn';puher

@ File name: - Save
Network  Suvesshpe:  |Rich Ted Fies - | Cenca |

Use Drawing Tools

Participants can use drawing tools to draw directly on the shared screen so that the marks are \isible to
all attendees. This allows participants to highlight areas of the screen, draw attention to certain parts and

generally illustrate their point. Organizers and presenters can allow only other organizers or all attendees
to draw on the shared screen.

!i.. e T

= ic

@3 EARNINGS REPORT

$300
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Use drawing tools

1. Click the Drawing Tools button & in the Grab Tab.

2. Use the menu to select the desired drawing tool (pen #, highlighter £+, spotlight ® or arrow ED). You
can also change the pen color, if desired.

3. Click and drag the mouse over your desktop to start drawing on the shared screen.

| Fie Optons View Hep @~ nx
. * Audience View [ I00SE 0o x
=
= #+ Screen Sharing 4]
@ + VWebcam LT
ﬁ * Audin [T
w + Dashboard o ox
+ Attendees: 2 outof 101 L
@ * Pols (210) uox
* Questong o
+ Chat L]
Quarterly Report
d, Aldnkbnae D 448 R45 E35
Drawing Tools:
| W Hormal non-drawing mode [:} t—‘
& Pen
SoMighlighter
&, Spatight
e Ao W

Erase all drawings

Choose pen coler L4

Enable/disable drawing tools for an individual
1. Right-click the participant's name in the Attendee pane.
2. Click Allow Drawing.

*\When drawing tools are enabled for the user, a Check icon ~ will appear next to Allow Drawing.
The attendee can click and drag the mouse over the Viewer to make their drawings appear on
the shared screen for all participants.

e \When drawing tools are disabled for the user, the Check icon ~ will disappear.
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Attendeas (5)

Staff (1)

|4 @A B S NAMES-

ALPHABETICALLY -

4 Chris Jones -
& David wnl;:vj | [l
| d Williams:

'E A - Connected bo Audio
L KmTH , pute David Williams
(& | | | SueM-

ﬁ a1 Make Presenter...
Search | Make Panelist..,

Make Organizer..

Allow Drawing
Cheoose pen color
Allew Attendes List

Send Chat Message...
Copy Email Address to Clipboard

Dismiss David Williams...
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Erase all drawings

1. Click the Drawing Tools button & in the Grab Tab.

2. Select Erase all drawings. All drawings done by any participant will immediately disappear.
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Desktop Notifications (Windows)

Desktop Notifications is a free GoToWebinar feature for Windows users designed to deliver simple and
effortless access to complimentary Citrix software upgrades, information, news and discounts you may be
eligible for. Desktop Notifications delivers information right to your desktop, allowing you to safely receive
important product information that is relevant to you. Desktop Notifications are sent only by Citrix as a
senice to our customers.

Show desktop notifications

Occasionally, when you are connected to the Internet, Desktop Notifications will automatically connect
with Citrix servers to see if there are any new messages for you. If there are any messages for you,
Desktop Notifications will display them on your computer screen.

$ 25% off on GoToMeeting with HD Faces | 33

Get free GoToMeeting service!

Do you have colleagues or clients who
would benefit from online meetings?
Share an extended 45-day free trial and
get a free month for each who subscribes =

&8 Goloestirg

71 5how me deskbop notifications 6 What i this?

Bl EEe T

Disable desktop notifications

1. To disable desktop notifications, unselect the "Show me desktop notifications" check box the next
time a notification appears.

2. You should no longer receive notifications on your desktop.
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Dismiss Attendees

You can remove an attendee from the meeting by dismissing them. To do so, right-click their name in the
Attendee list, select Dismiss Attendee, and then click Yes to confirm. Attendees will automatically be
disconnected from the session and will see a message notifying them that they were dismissed from the
meeting.

(= atlendees: & out of 1001 (e 10
Attendees (5) Staff (1)

4 WA B & MAMES - ALPHABETICALLY -

4 Chris Jones - |

& David Miskame

¥ T David Williams:
- Connected to Auwdio [:.}
4 KmT o Mute David Williams
Sue W

{’j m Make Presenter...

Search | Make Panelist...

Make Organizer...

Allow Drawing
Choose pen color k
Allows Attendee List

Send Chat Message...
Copy Email Address to Clipboard

Dismiss David Williams...
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Leave and End a Session

You can leave or end a session anytime during the session (regardless of the scheduled end time).
Organizers will be given the option to leave a session without ending it for everyone else so that others
can continue without them.

Fh[}l:lp:iclns View Hep @~ -{_{"l

Edit Your Mame and Emnail... i ®
Edit Webinar Subject... 2
Save Chat Log... | ®

Save Questions Log..

Preferences..,

Labs ¥

Exit - Leave Webinar
Exit - End Webinar

binar How
Webinar D 147-521-331

GoTo\Webinar

=
a
=
ﬁ: X
ol
Q
@..
(<

Leave a session (without ending it)
1. Click File in the top navigation and select Exit - Leave Webinar.

2. Continue as follows:

o If there are already 1 or more co-organizers in the session, you can click Yes to confirm that you
want to leave. The session will continue without you, and the other organizer(s) can take over
facilitating.

- N
&P Leave Webinar? - GoToWebinar ﬁ

6 Ae you sure you wark 1o leave the Webinar?

Lves JI w0 |

o If there are not any co-organizers in the session, you can click Choose and Organizer & Leave,
select an attendee from the drop-down menu and click Yes to confirm that you wish to make
them an organizer. You will then exit the meeting.

r hl
* Leave Webinar or End Webinar? - GoToWaebinar w

Before you can l=ave, you must choose another Organizer to run the
Webinar in your absence, Otherwise, you must end the Webinar for all.

&leave || Endwebnarfor Al || cancel |
Make Organizer: |

David Wilkams
Maria Johnson
Sarah Willams
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End a session for everyone
1. Click File in the top navigation and select Exit - End Webinar.
2. If prompted, click End Webinar for All.

3. Click Yes to confirm that you want to end the session for everyone.

&8 End Webinar for everyone? - GoToWebinar ﬁ

o. Are you sure you want to end the Webinar for everyone?

= w

In-Session FAQs

Review frequently asked in-session questions.

How can | view what my attendees see during a session?

When you're presenting on a Windows computer, the Audience View in your Control Panel shows you a
thumbnail view of what your attendees see.

How can | make an attendee the presenter so that they can share their screen?

During the session, you can right-click an attendee's name in the Attendee List, and select Make
Presenter. The attendee now becomes a panelist for the remainder of the session and can share their
screen.

How can panelists view Q & A?

If you promote a panelist to an organizer role, they can view and manage Q & A from the Control Panel.
The panelist now becomes an organizer for the remainder of the session and has full control of the
session like you.

How can my co-organizerlaunch a Poll for me so that | can participate in the
polling?
Whoewer launches the Poll can see the Poll in their own Control Panel and in the attendees' Viewers. If

you're presenting, another organizer can launch a Poll so that you can view and respond to the Poll from
your Control Panel.
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Audio

Connectto Session Audio

Depending on the options provided by the session organizer, attendees can connect to session audio
using various methods. Participants can also test their audio connection before or after a session if
needed.

Note: Organizers can see Manage In-Session Audio for information about changing audio modes during a session and
enabling/disabling chimes and on-hold beeps.

Available audio modes

Organizers can either select one or more of the built-in audio options, or they can provide their own
conference call info.

Built-in audio conferencing

o Computer audio (VolP): Participants can connect to audio through their computer's internet
connection using a mic and speakers.

e Conference call: Participants can use a telephone to dial in to the session audio using toll and/or
toll-free phone numbers (depending on the organizer's settings).

Third-party audio conferencing

e Custom conference call info: Participants can use a telephone to dial into the session audio
using a third-party audio senice (provided by the organizer).

Connectvia computer audio (VolIP)

Audio quality may vary depending on the audio software, hardware, operating system and Internet
connection being used. We recommend using a USB headset plugged directly into the computer and
placing the microphone away from other speakers or devices to awid noise feedback.

Note: This feature is only available if enabled by the organizer.
1. First ensure that your mic and speakers are properly plugged in to your computer.

2. In the Audio pane, select Mic & Speakers. You can use the drop-down menus to select the right
audio hardware.

= Audio =

C Telephone
(® Mic & Speakers
nd Check
& soaag
[ul:mpnnne {Realtsk High Defini...} -]
i
[ speakeriHP (Realtek High Defini..} -]
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Connectvia telephone

Note: This feature is only available if enabled by the organizer.

1. First locate the audio information provided by the organizer. You can find it in any of the following
locations:

¢ Check the Confirmation email that was sent after registering for the webinar.

e While in session, go to the Audio pane and select the Telephone option.

= Audio [
® Telephone
C Mic & Speakers
Cial: +1 (415) 655-0069
Access Code: 756-209-248
Audio PIN: 57
If you're already on the cal, press 2574 now.
(and addiicnal numbers ...}
Problem dmaling in?

2. Find the phone number for the desired country.

¢ Check the list of phone numbers included in the Confirmation email (listed by country).

¢ During the session, click additional numbers in the Audio pane to see a list of all countries and
their phone numbers.

@ Additional Conference Call Mumbers - GoToWebinar [ ]

[T

Additional conference call numbers are:

United States: +1 (415) 653-0069
Australia (toll-free): 1 800 194 007

United Kingdom (toll-free): 0 808 168 1152
United States (toll-free): 1 877 309 2074

[ ]

3. Use a telephone to dial the provided phone number.

4. When prompted, enter the Access Code and Audio PIN listed in the session information. See
Manage audio via keypad commands (phone mode only) for more information.

Note: If you are having trouble w ith your audio connection, you can check for alternative phone numbers.
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Connectvia custom conference call

If the organizer uses a third-party conference-call senice, they may wish to provide their own details
about how to connect to the session audio. In this case, their instructions will appear in the Hallway and
on the Audio tab (Options page).

Note: This feature is only available if enabled by the organizer.

| Fie view Hep @~ -omx
3]

Flease call (555) 555-5555,

+ Questons

Q3 Earnings Report
Webinar D 154-845-299

GoTlo\\Vebinar

Switch between audio modes

Attendees can switch between the provided audio modes any time during the session by opening the
Audio tab (Options pane) and selecting the desired audio mode.

Note: Only those options provided by the organizer will appear. If only one method of connecting w as provided, then attendees will
not be able to sw itch to another audio mode.

| = Audio e |
{g?hlephnna
Mic & Speakers
Sound Check
& 00000 = v 0
Microphone (Rea {%‘}?&Iepﬁune
o Mic & Speakers
Dial: +1 {415) 655-0069
Speaker/HP (Real Access Code: T56-209-248
Audio PIN: 57
If you're akeady on the cal, press #8578 now,

(and additional numbers )
Probiem diakng in?

Manage audio via keypad commands (phone mode only)

When participants are connected via telephone, they can use their phone's
keypad to manage the audio of the conference call.

All participants:

e *3 —Turn "on-hold" beeps on or off
e *4 —Hear a menu of keypad commands available to you.
e *6 — Mute or unmute the participants audio.
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Organizers only:

e *2 —Hear the number of attendees currently dialed in via telephone.
o *5_—Change the "listening mode" of all attendees; pressing this command repeatedly will cycle
through the following modes:
e Soft mute: All attendees are automatically muted, but they can unmute themselves if
desired.
e Hard mute: All attendees are automatically muted and cannot unmute themselves.
o Unmute: All attendees are automatically unmuted (default mode).
e *8 — Change the "chime controls"; pressing this command repeatedly will cycle through the
following modes:
e Both entry and exit chimes on (default)
e Both entry and exit chimes off
e Only exit chimes on
e Only entry chimes on

Check for alternative phone numbers

If you are having trouble connecting to the session with the phone number provided in the Options pane,
you can check to see if the organizer provided any alternative phone numbers.

1. On the Audio tab (Options pane), click Problem dialing in?.
2. A new browser window will open and direct you to the right page.

3. Use the drop-down menu to select the desired country, then use the alternative session information
provided to try dialing in again. If you're still having problems connecting, see Audio Help for more

information.
__' 8 Can'e Daal in 1o the Coslere. X '.+ = 2= @
[y — " NP ERpr—— T LA & |8 fear TE + & 6 =
GﬂTﬂl'\"."ﬂ'er'il'\El." 24T Suppa

Can't Dial in to the Conference?

¥ yourre haring iS50es reaching the number provided, please Iy this number instead

What's Causing This?

t‘ Lrsted Sautes | - ATIEh oA BRrASEF 1B BpieREng 5N Selh s, Wikl
fry B provdde a0 aflemate rumbser from ancther
Long Didtance: =1 [4B4) 559.1024 Selaphone provider
—OF -
Tl -freva: 1 B3 SO0 TOVE Cuestions?
Cuganizer Acoess Code: 474.105.540 Contad Glotal Customer Support of tweet bo us
Amasdnn Acesss Coda: 285 598,575 I
Fanelist Access Codo: 377-110-653
Hudio PIl: Shown after jolsing the sosaion
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Manage In-Session Audio

Once in session and connected to audio, the organizer can manage the session audio options for all
participants.

Note: This feature is available to organizers and co-organizers only.

Audiz Sareen | Webcam
. 9
() Computer autio Edit audio mode
(&) Phene call Play Oni-Hold Beeps E ’

Dtial + 1877 309 2070
Access Code : &09-083-453

Fiadh M i1

Pllary Enbry/Exat Chimes

Unsted States (boll-free) b

Enable/disable on-hold beeps

When enabled, this feature plays intermittent beeps to indicate that no one has yet joined the session.

1. On the Audio tab (Options pane), click the Options icon

2. In the pop-up menu, click the On/Off button next to Play On-Hold Beeps toimmediately enable or
disable them.

Enable/disable entry and exit chimes

When enabled, this feature makes a "chime" sounds that announces each time attendee joins or leaves
the session.

1. On the Audio tab (Options pane), click the Options icon

2. In the pop-up menu, click the On/Off button next to Play Entry/Exit Chimes to immediately enable
or disable them.
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Edit the audio mode while in session

You can change the audio-connection methods available to attendees at any time, even while in session.

1. On the Audio tab (Options pane), click the Options icon
2. In the pop-up menu, click Edit audio mode.

3. In the Edit Audio Mode window, select the desired audio option. You will be cautioned that changing
the audio during the session will immediately impact all customers and that you should warn them
verbally before doing so.

4. Click OK when finished.

&8 Edit Audio Mode - GoToMeeting ]

&) Lige budlt-in sudio conferendng
Pravide VolP only (requires microphone and spesiers)
Pravide a confirence call number anly
@ Provide both
Prasdde your oen confarence call information

-

[ox J[ concet |

© 2015 Citrix Systems. All rights reserned. 167



GoToWebinar User Guide

Set Default Audio Options

When you schedule a webinar, the audio options are set to the default settings for your account. You can
change these default audio options at any time, which will affect all webinars that you schedule in the
future.

Note: Chanaing vour settings will only impact w ebinars that you schedule after that point. It willnot affect previously scheduled
sessions; you must change those manually if desired.

Use built-in audio services

GoToWebinar offers various built-in methods for participants to connect to the webinar audio. You can
offer some or all of these methods to participants by changing your default audio options.

Mic & Speakers (VolP) Telephone (PSTN)
Participants can use the mic and speakers Participants can use a telephone to dial in to the audio
on their computer to connect to the audio separately from the desktop, web or mobile apps. This allows
through the desktop, web or mobile app. participants to join the webinar even if they aren't able to the
This allows participants to join the audio screen-sharing session.
without needing to use the telephone.

VolP: This method allows participants to Long-Distance (Toll): This Toll-Free: This method
connect to audio over the internet using method allows participants to dial allows participants to dial in
the desktop, web or mobile app with which in using long-distance (toll) phone using toll-free phone
they joined the session. numbers provided by numbers provided by
GoToWebinar. OpenVoice Integrated.

This method is free for both organizers Each attendee will be charged Organizer's accounts will be
and attendees. rates based on their own long- charged a per-minute fee for
distance provider. each attendee who uses
these methods.
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&E GoToVebinar GoToleeting | GoToWebinas | GoToTraining | Operivioice | My Account | 247

Sefttings

Audio More About Audia

T e reoter e ABGUT your Btk
e viddt the GaT oW EbEar

(use bustin auso

# Vol « Requires microphone and speakers

What's Affected?

* Long dstanoe number for: Uinited States Edit
Thits se15 tha default options for
fifure wedengr pastcipants

! Tol-freg ramiber (Openiios Integratedy Tor: Lir

L my oavn Canferende call fennce

Webcam

B Let stadl share webcams during wekinars
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Use your own audio service

If you choose to provide your own conference call senice, you must provide your own telephone numbers
for participants, and you won't have access to built-in audio conferencing (VolP, long distance and toll-
free numbers).

If you select Use my own conference call service under Settings, you can provide custom
information telling attendees how to connect to the webinar audio using your third-party audio

senice. There will be separate fields for attendees, organizers and panelists.

Settings

Audio

Use built-in audio

(®)use my own conference call service

Attendes Phone Mumber

Enter your canference call info

Organizer Fhons Numiber

Optional

Panelist Phone Number

Optional

Webcam

®  Let staff share webcams dur g wWelinars
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Change default audio options
1. Log in to your online account.
2. Click Settings in the left navigation.

3. Select the desired audio options, as follows:

¢ Select Use built-in audio, then enable the check boxes of the methods that you would like to
provide to customers: VolP, long-distance (toll) numbers or toll-free numbers (OpenVoice
Integrated). If desired you can change the countries for which phone numbers are provided.

e Select Use my own conference call service, then enter the conference-call information of your
third-party audio senice.

4. Click Save when finished.
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Changethe countries for which phone numbers are provided

If you are providing long-distance (toll) or toll-free phone numbers for your customers, you can always
choose which countries are included in the session information for each webinar.

1. While changing the default audio options, click Edit next to the "Long distance number" and/or
"Toll-free number" options.

2. Select the desired countries. To select all countries available, select the check box next to "Country"
at the top of the list. If desired, you can also designate a preferred country.

3. Click Done when finished. When you return to the Settings page, you'l see the additional countries
you added next to the long distance and/or toll-free option(s).

Settings

Audio

* Use built-in audio

*| VolP « Requires microphone and speakers

¥ Long distance number for: Uinited Kingdom and United
Include Long Distance Numbers for:
#| Toll-free number (Openioice Integ
Edit

Country

Use my own canference call senvi Australia
Austria
Belgium
Canada
Denmark
Finland

Erarmra

Selected countries: United States
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Broadcast Computer Audio

While GoToMeeting is designed to efficiently broadcast wice audio over telephone or VolP, there may be
times when you wish to broadcast an audio recording from your computer. In this section you will find
audio configuration instructions that should allow you to transmit both your wice and audio from your
computer. Due to some sound card limitations, these procedures may not work with every system.

Configure Windows XP to broadcast audio

Note: Not all computers have a Stereo Mix option. Dependina on your sound card, it may be called something else (like “What
U Hear" on some Soundblaster cards) or may be absent entirely.

Note: You cannot use your microphone w hen switching via software.

1
2
3
4,
5
6

. Double-click the wolume icon in the system tray (usually bottom-right of your desktop).
. Select Options, then Properties.

. Under Adjust Volume, choose Recording.

Ensure "Stereo Mix" is checked.

. Click OK.

. On the Recording Control screen, select the check box under Stereo Mix.

Configure Vista or Windows 7 to broadcast audio

Note: Not all computers have a Stereo Mix option. Depending on your sound card, it may be called something else (like "What
U Hear" on some Soundblaster cards) or it may be absent entirely.

Note: Y ou cannot use your microphone w hen switching via software.

1.
2,
3.
4,
5,

Right-click the wlume icon in the system tray (usually bottom-right of your desktop).
Select Recording devices from the menu.

Right-click the first item on the list and ensure Show Disabled Devices is checked.
Ensure Stereo Mix is the default device.

Press OK.
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Hardware option

Parts needed:

e Two (2) 3.5 mm audio splitters (1 male, 2 female).
e One (1) 3.5 mm audio patch cable (2 male ends, typically 3 " long).

Configure your system to broadcast with hardware
1. Plug 1 splitter into your line out port (for speakers, typically colored green)
2. Plug the other splitter into your microphone port (typically pink)
3. Plug the patch gable into the splitter on line out and then into the splitter on microphone.

4. Plug your microphone into the microphone splitter, and then plug your speakers into the line out
splitter.

Note: You may use your microphone and speakers simultaneously.
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Audio Conferencing FAQs

Review frequently asked audio conferencing questions.

Is there a cost for using the integrated audio conferencing feature?

Your plan includes unlimited audio at no extra cost. You can use toll-based phone conferencing or VolP
(requires microphone and speakers) exclusively or allow participants to choose between both options.

You can also provide your own conference call number for organizers, panelists and/or attendees, but
you won't be able to choose our integrated audio conferencing options if you do so.

If you purchased a plan that provides toll (long distance) numbers, participants who dial in are charged
their standard long-distance rate for calling. If you purchase Integrated Toll-Free senice, your participants
can dial in using a toll-free number, and you'll be charged according to the plan that you select.

You and your attendees can also connect to the audio conference free of charge by choosing the Mic &
Speakers (VolP) option where you can send and receive audio over the Internet at no cost using a
microphone and speakers connected to your computer. (A USB headset is recommended.)

Is there a toll-free audio option? How do | sign up?

If you'd like to purchase Integrated Toll-Free audio senice provided by Citrix Online Audio so that your
participants can dial in by telephone using toll-free numbers, call us at 1 866 962 6492. You can then

provide your participants with a toll-free number if you so choose. Over 45 countries are available for toll-
free numbers.

With this senice, you can give your attendees the option of dialing in using VolP, toll (long distance) or
toll-free audio conferencing without any additional equipment needed.

Can | mute/lunmute all attendees at once?

You can mute all attendees at once, but you can't unmute them all at once. You can also individually
mute and unmute up to 25 attendees.

Can | mute/lunmute individual attendees?

&

As the organizer, you can easily mute attendees on VolIP by clicking the Microphone icon & or

Telephone icon %+ next to their name in the Attendee List. You can mute attendees who dial in by phone
only if they entered their Audio PIN. Attendees will be able to unmute themselves if they wish to speak.

Can I use my own toll-free phone numbers for all of my sessions?

Yes. As an organizer, you can easily change your default audio options from the Settings page. Simply
log in to your account, and select Settings to adjust the audio options for future sessions. To provide your
, select Use my own conference call service on the Settings page, and enter the conference call info
for attendees (and optionally for organizers and panelists). Then click Save to apply the audio settings for
all future sessions (new default setting).
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What microphone/speaker configuration is recommended for best audio quality
using VolP?

For optimum audio quality, we recommend a USB headset connected to your computer, or USB

headphones and standalone microphone connected to your computer. Analog versions are okay, but not
ideal. We don't recommend using a webcam mic.

Can | test the quality of my microphone and speakers setup before a session?

Yes. Just right-click the GoToWebinar daisy icon %in your system tray, and select Preferences >
Audio to choose the device(s) you want to test.

Where can | go for help with audio problems?

Please see our_Audio Help for tips on how to troubleshoot common audio problems

Can | broadcast my computer's audio?

Although GoToWebinar is designed to broadcast audio over VolP or telephone, you can also broadcast

recorded audio from your computer. Due to some sound card limitations, these instructions may not
always work on every system.

Broadcast audio on Windows 7 or Vista

1. Right-click the Speakers icon Hﬂ in the system tray, and select Recording devices.

2. On the Recordings tab, right-click the first item on the list, and select the Show Disabled Devices
option.

3. Check that Stereo Mix is the default device, and click OK.
Broadcast audio on Windows XP

1. Double-click the wolume icon in the system tray.

2. Select Options > Properties.

3. Below Adjust Volume for, choose Recording.

4. Check that Stereo Mix is enabled, and click OK.

5. On the Recording Control window, select the check box under Stereo Mix.
Broadcast audio using hardware
You will need the following:

e Two 3.5 mm audio splitters (one male, two female)
¢ One 3.5 mm audio patch cable (two male ends, typically 3" long)

1. Plug one splitter into your line out port (typically green for speakers).
2. Plug the other splitter into your microphone port (typically pink).
3. Plug the patch cable into the splitter on line out and then into the splitter on your microphone.

4. Plug your microphone into the microphone splitter, and then plug your speakers into the line out
splitter.
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OpenVoice Integrated (Toll-Free Audio)

Organizers whose accounts include an OpenVoice Integrated subscription can use it to offer their
attendees toll-free phone numbers for over 50 countries. This provides attendees with an alternative to
connecting with their mic and speakers (VolP) or incurring long-distance phone charges, making it easy
for them to choose the most convenient method of joining the audio conference.

Note: OpenVoice Integrated toll-free audio service must be purchased separately fromyour GoToWebinar plan. Organizers incur
per-minute changes for each attendee w ho uses the OpenVoice integrated toll-free audio service. If you have a GoToMeeting
corporate plan and your biling address is based in the U.S., U.K., Canada or Australia, you may purchase OpenVoice integrated
toll-free audio online.

Note: This article refers to OpenVoice Intearated, w hich allows you to add toll-free phone numbers to your w ebinars. How ever,
OpenVoice is also offered as a standalone audio-conferencing product.

Create a new account that includes OpenVoice Integrated
1. Start the sign up process for GoToWebinarhere.

2. During Step #2, enable the "Add toll-free numbers provided by Citrix OpenVoice" check box.

Create your account.

¥oid Sefedled:

GoToWebinar Monthly Plan

100 Aercises *99 e v

1 Ceganizer
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Add OpenVoice Integrated to your GoToWebinar plan

You can add OpenVoice Integrated to your existing GoToMeeting account at any time. Once your

account includes OpenVoice Integrated, you will see the toll-free audio option whenever you schedule
webinars and under the default audio options.

Note: If you have a plan that is billed viainvoice, then you must contactyour Account Manager or Global Customer Support to
modify your account and subscription plans.

1. Log in to your online account.

2. On the My Account page, click How It Works under "Add OpenVoice Toll-free Numbers to your
GoToWebinar Plan".

3. Click Subscribe Now to confirm.

My Account

Plan Details

$ GoToWebinar Menthly Plan with GoToMesting _Change Plan || Turn ON Renewal
100 GoToWebinar alondees and 5 GaToles bing atlendees
1 organizer seat

My WWabinars =
« Raenews automatically on Mar 9, 2015 Wy Meatings

= Visa— 1117 will b2 charged 39000 USD. @Bx netincluded

Add OpenVoice Toll-free Numbers to your GoToWebinar Plan [ Howin ot Hl!_
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Schedule a session with OpenVoice Integrated toll-free audio

When you schedule a new webinar, you will automatically see the option to include toll-free numbers if

you have a plan for OpenVoice Integrated. Simply select the option if desired, then click Edit to change

the countries for which toll-free phone numbers will be provided.
My Webinars * Manage Webinar * Audio

Manage Audio for "Quarterly Review"

Audio

*  LUse built-in audio

¥ WolP - Requires microphone and speakers

-

#| Leng distance number for; United States Edit

¥ Toll-free number (OpanVaice Integrated) for: United States

Edit

Use my own conference call service

Save  eENTE

Available international countries with OpenVoice integrated toll-free audio

See the available international toll-free _and long-distance (toll) numbers.
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Unsubscribe from OpenVoice

You can cancel your subscription to OpenVoice integrated at any time. Keep in mind that you and other
organizers on your account will lose access to toll-free humbers, and that toll-free numbers will be
removed from all scheduled sessions associated with this account.

Note: If you have a plan that is billed viainvoice, then you must contactyour Account Manager or Global Customer Support to
modify your account and subscription plans.

1. Log in to your online account.

2. On the My Account page, click Remove Toll-free Numbers under "Toll-free Numbers for
GoToWebinar, Provided by OpenVoice".

3. Click Unsubscribe Now to confirm.

My Account

Plan Details

GoToWebinar Manthly Flan with GaTaMesting Change Man Turn Off Ranivwal
100 GaToWebinar sttendacs and 25 GoTollsabng sttindocs
1 orpanirer seal My Wabinars »

» FEnswE autmidcaily o Mard, 2015
Wiga — 1111 will B charosd $00.00 USD, G nol ingluded

Tall-free Humbers for GoTeWebinarn Previded by Openyoise @

On Mar 9, 2015, Viza = 1111 will be charged your iotal account Balance [ —

OpenVoice Integrated (Toll-Free Audio) FAQs

Review frequently asked questions about OpenVoice Integrated (toll-free audio).

What is OpenVoice Integrated (toll-free audio)?

Organizers whose accounts include an OpenVoice Integrated subscription can use it to offer their
attendees toll-free phone numbers for over 50 countries. This provides attendees with an alternative to
connecting with their mic and speakers (VolP) or incurring long-distance phone charges, making it easy
for them to choose the most convenient method of joining the audio conference. See OpenVoice
Integrated (Toll-Free Audio) for more information.

How much does it cost to use OpenVoice Integrated?

Per-minute charges are based on your senice contract, and minutes are calculated per participants. For
instance, if 3 participants dialing to the session for 10 minutes using the toll-free option, you will have
used 30 minutes of your plan. Those who join by regular toll numbers are charged rates based on their
own long-distance provider. There are no additional charges for those who join a session using VolP.

How am | billed for OpenVoice Integrated?

You will receive a separate monthly inwice from Citrix Online Audio, LLC for any toll-free minutes used
by you and your attendees.
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How do | add the toll-free option to sessions that I've already scheduled?

For any sessions that were scheduled prior to enabling toll-free integration, the regular toll-based
conference numbers will automatically be changed when toll-free numbers are added to an existing
session. It is recommended that you resend the invitation email to participants sothey havwe access to the
new toll-free audio information. The Webinar ID and URLs will stay the same, and the new toll-free
number will be provided to attendees in the Waiting Room, as well as in the Audio Pane of the Control
Panel.

How do | schedule a session with OpenVoice integrated toll-free?

When you're scheduling a session, click Edit countries in the Audio section to choose which toll-free
numbers you'd like to provide to attendees.

For which countries do you offer international toll-free & long-distance (toll)
service?

See the awvailable international toll-free_and long-distance (toll) numbers.

Is there anything different about recording a session with OpenVoice integrated
toll-free?

No. Whether you or your attendees join with VoIP, long distance or toll-free audio, you can seamlessly
record audio. Open Preferences > Recording > Use GoToMeeting integrated audio.

How can | cancel OpenVoice integrated toll-free?

If you'd like to cancel your OpenVoice integrated toll-free senice, please contact our 24/7 Global
Customer Support.

Audio Help

If you are experiencing difficulty with audio, determine which scenario is applicable to you and follow the
recommended guidelines.

| can't hear anyone

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

the GoToWebinar daisy icon % in your system tray, and select Preferences > Audio. Check to see if
you're using an appropriate audio device. Click Play Sound to check that you can hear sound from your
speakers. Speak into the microphone to test your microphone setup.
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# Preferences - GoToWebinar @
Category Ao
Start Up
General You wil not be heard while testing youwr mic or speakers.
Webinars
Recording L.'J Microphone: Setup
g:r:::;tg::" Select & device and speak into the microphane to test:
[Microphane (DA40 Adapter) - & aniie

The meter will turn green when your microphone is working,

o 1) Speakers Setup
Select & device and dick Play Sound to test:

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

[ play Sourd | J

Achvaroed
7| Automatically adjust my system mixer settings
| Use automafic volume and noise processing

Usually mproves audio guality when people are talking. Uncheddng
may improve the quality of music or other audio sources,

ALahio Fa o M Additioral Haln?

[ ok | | cancel

No one can hear me.

If you're the organizer, you must click Start Broadcast at the top of your Control Panel, or press *1 on
your telephone's keypad to start the audio conference.

Check to see that you're not muted by clicking the Audio icon @ in your Control Panel or Grab Tab.
If you're experiencing problems dialing in by phone, try hanging up and dialing in again.

If you're having problems connecting to VoIP (Mic & Speakers), test your computer's detected audio
devices by clicking Settings in the Audio pane. Speak into your microphone to test if your microphone
setup is working.

| hear static or clicking sounds.

Mowe electronic handheld devices, such as an iPhone, away from your mic and speakers.

| hear echo, feedback or background noise.
If you suspect that the echo is coming from an attendee, check to see who's talking at the bottom of the
Audio pane in the Control Panel, and mute the attendee by clicking that person's Audio icon .

If you dial in to the audio conference by telephone, make sure that you select Telephone from the Audio
pane in the Control Panel instead of Use Mic & Speakers.
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Built-in or external speakers may cause an echo. Try lowering the speaker's volume.

Built-in microphones on your computer or webcam can pick up noise and cause an echo. We don't
recommend using built-in microphones. Try plugging in a USB headset to your computer.

The audio quality is poor and choppy.

Poor network performance, lack of memory or high CPU usage often causes the audio quality to drop,
become delayed or sound robotic.

Try closing all applications you aren't using to free up some bandwidth.

If you're using a dial-up Internet connection with VolIP, it may cause poor performance. For optimum
performance when using VolP, we recommend using a broadband Internet connection.

If the problem persists, switch to Telephone mode. Select Use Telephone in the Audio pane and dial in
to the audio conference.

No sound is detected.

After the first minute of a session, GoToWebinar looks for microphone input from attendees who hawe the
following: a microphone, speaking rights and unmuted.

If no audio input is detected, you may see a "Trying to speak?" pink tip. You may see the error when you

haven't spoken or made any sounds when the session starts or if your microphone device is incorrectly
selected. Click Audio Setup in the Audio pane totest your input device.

No microphone is detected.
If a microphone (or headset) isn't detected or connected properly, you may see a pink tip.
Check that your microphone (or headset) is properly plugged in.

If the problem still persists, try switching to Telephone mode if available. Then dial in to the conference
using the telephone number and Audio PIN provided in the Audio pane of your Control Panel.

My microphone is disconnected.
If your microphone isn't working or gets unplugged during a session, you may see a pink tip.

Check that your microphone is properly plugged in.

If the problem still persists, try switching to Telephone mode if available. Then dial in to the conference
using the telephone number and Audio PIN provided in the Audio pane of your Control Panel.
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| can't connect to audio with VolIP.

In some cases, you will see an error that reads "Internet Audio Not Available.” In this scenario, are a few
things you can try to connect to the audio in the meeting.

= Audio
Telephone
Dial: +1 (213) 493-0015

Access Code: 862-104-782
Audio PIN: 23

If you're already on the call, press #23# now.
(and additional numbers ...}
Problem dialing in?

Internet Audio Not Available

We apologize, but an error occurred while
connecting to Internet audio. Please call in

from a telephone.
Audio Guide

If you see the above error message, please try the following:

¢ Update the device drivers for your sound hardware.

¢ Close any programs on your computer that you are not using.
e Unplug audio hardware that you are not currently using.

¢ Exit the GoToMeeting program and restart it.

Note: If you see this error message in the Audio pane, you will not be able to record your session
unless "No Audio" is selected in the Recording Preferences. Audio PINs and muting controls will also
be disabled.
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Reports and History

Registration Report

The Registration Report shows details about your registrants, including the registration date and time, as
well as registrant data. Use Registrant Reports to track the registration process for an upcoming session.

The Registration Report may include the following data (depending on any customizations you have in
the registration form):

Date Range Last Name Custom Questions
Session Title Email Address Address

Session Date Approval Status City

Scheduled Start Time Phone State/Province
Scheduled Duration Organization ZIP/Postal
Registered Organization Job Title Country

First Name Questions and Comments |Industry
Purchasing Time Frame Role in Purchase Process [No. of Employees

Generate a Registration Report from the Generate Reports page
Log in to your online account.
2. Select Generate Reports in the left navigation.
3. Select the report type:

e Reqistration Report — Shows when each person registered for the training and their answers to
the registration questions.

¢ Attendee Report — Shows details about each attendee, including registration information and how
long they attended the session.

e Performance Report — Shows high-level statistics on the session.

e Suney Report — Shows a session’s Surwey questions and attendee’s answers.

e Recorded Webinar Report — Shows details about viewers and when the recording was
downloaded.

3. Choose a date range within the last year, or choose specific From and To dates to filter your report
data.

4. Click Show Webinarsto see the results.

5. To export the data, click Generate Excel Report.
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Generate Reports

Step 1: Select Report Type

@ Registration Report

Shows ¢ nts
Yesterday
Attend:
Last T Days
Shows ¢ BS
Last 30 Days
Perforr Last 80 Days
Shows F 1 the webinar
Last 180 Days
Survey Last 365 Days |
Shows ¥ itions and allendee’s answers
Today
Tomorrow
Step 2: Choose  '1&47Days
Mext 30 Days
% Within:  » pext o0 Days v
Mext 180 Days ——
From: 7 To: mmtiolyy

Mext 365 Days

Show Webinars

Step 3: Select Webinar
Date Time Title Registrants

& May 11, 2012 2:00 PM POT YWebinar 2 1

Generate Excel Report

Generate a Registration Report from the Registrants page
Log in to your online account.
2. Select My Webinars in the left navigation.
3. Click the title of a session to go to the Manage Webinar page.
4. In the Registrant Management section, click Manage.

5. On the Registrants page, click Registration Report to export registration data to Excel.
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The Attendee Report shows details about attendees, including registration, Q & A responses, in-session
time and interest rating. Use Attendee Reports to follow up with interested attendees after a session. Any
custom registration questions you added to the registration form will appear in the report.

The Attendee Report may include the following data (depending on any customizations you've added):

Date Range Attended Custom Questions
Webinar ID Address Registration Date
Webinar Title City Question and Answer
Webinar Date State/Province Poll Question

Actual Duration ZIP/Postal Interest Rating

Total Attended Organization In-Session Time
Name Job Title Duration In-Session

Email Address

Questions and Comments

Country

Generate a Report

Log in to your online account.

Phone

2. Select Generate Reports in the left navigation.

3. Select the report type:

¢ Reqistration Report — Shows when each person registered for the training and their answers to

the registration questions.

¢ Attendee Report — Shows details about each attendee, including registration information and how
long they attended the session.

e Performance Report — Shows high-level statistics on the session.

e Suney Report — Shows a session’s Surwey questions and attendee’s answers.
e Recorded Webinar Report — Shows details about viewers and when the recording was

downloaded.

3. Choose a date range within the last year, or choose specific From and To dates to filter your report

data.

4. Click Show Webinarsto see the results.

5. To export the data, click Generate Excel Report.
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Generate Reports

Step 1: Select Report Type

@ Registration Report

Shows d s
Attend stogiony
ndi

LastT Da

Shows ¢ ™ o BS.
Last 30 Days

©  Perforr Last 90 Days

Shows b 1 the webinar
Last 180 Days

Survey Last365 Days | )

Shows ¥ itions and altendea’s answers
Today
Tomorrow

Step 2: Choose &7 Days
Mext 30 Days

@ Within: pext 90 Days -

Mext 180 Days ——
From: To: I Aty
Mext 365 Days

Show Webinars

Step 3: Select Webinar

Date Time Title Registrants

®  May 11, 2012 200 PM POT YWebinar 2 1

| Generate Excel Report
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Performance Report

The Performance Report shows high-level statistics on the session from start to finish, including data on
the success of a session.

The Performance Report may include the following data:

Date Range Registered Number of Surveys
Submitted

Webinar ID Attendance Rate Survey Response Rate (%)

Webinar Title Average Attentiveness Time

Webinar Date Average Attendee Number of Attendees

Actual Duration Interest Rating Percentage of Total
Attended (%)

Total Attended Question and Answer Average Attendance
Duration

Polls Polls Response Rate (%) |Response Rate

Generate a Report
Log in to your online account.
2. Select Generate Reports in the left navigation.
3. Select the report type:

¢ Reqistration Report — Shows when each person registered for the training and their answers to
the registration questions.

¢ Attendee Report — Shows details about each attendee, including registration information and how
long they attended the session.

e Performance Report — Shows high-level statistics on the session.

e Suney Report — Shows a session’s Survey questions and attendee’s answers.

e Recorded Webinar Report — Shows details about viewers and when the recording was
downloaded.

3. Choose a date range within the last year, or choose specific From and To dates to filter your report
data.

4. Click Show Webinarsto see the results.

5. To export the data, click Generate Excel Report.
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Generate Reports

Step 1: Select Report Type

@ Registration Report

Shows d s
Attend stogiony
ndi

LastT Da

Shows ¢ ™ o BS.
Last 30 Days

©  Perforr Last 90 Days

Shows b 1 the webinar
Last 180 Days

Survey Last365 Days | )

Shows ¥ itions and altendea’s answers
Today
Tomorrow

Step 2: Choose &7 Days
Mext 30 Days

@ Within: pext 90 Days -

Mext 180 Days ——
From: To: I Aty
Mext 365 Days

Show Webinars

Step 3: Select Webinar

Date Time Title Registrants

®  May 11, 2012 200 PM POT YWebinar 2 1

| Generate Excel Report
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The Suney Report shows the session's Suney questions and attendee's answers. Use the Suney

Report to view your attendee's responses.

The Suney Report may include the following data (depending on any customizations you've added):

GoToWebinar User Guide

Report Generated Time Email Address Last Name
Webinar ID Submitted Date/Time First Name
Survey Name Survey

Questions/Responses

Generate a Report

Log in to your online account.

2. Select Generate Reports in the left navigation.

3. Select the report type:

e Reqistration Report — Shows when each person registered for the training and their answers to

the registration questions.

¢ Attendee Report — Shows details about each attendee, including registration information and how
long they attended the session.
e Performance Report — Shows high-level statistics on the session.

e Suney Report — Shows a session’s Surwey questions and attendee’s answers.
e Recorded Webinar Report — Shows details about viewers and when the recording was

downloaded.

3. Choose a date range within the last year, or choose specific From and To dates to filter your report

data.

4. Click Show Webinarsto see the results.

5. To export the data, click Generate Excel Report.
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Generate Reports

Step 1: Select Report Type

@ Registration Report

Shows d s
Attend stogiony
ndi

LastT Da

Shows ¢ ™ o BS.
Last 30 Days

©  Perforr Last 90 Days

Shows b 1 the webinar
Last 180 Days

Survey Last365 Days | )

Shows ¥ itions and altendea’s answers
Today
Tomorrow

Step 2: Choose &7 Days
Mext 30 Days

@ Within: pext 90 Days -

Mext 180 Days ——
From: To: I Aty
Mext 365 Days

Show Webinars

Step 3: Select Webinar

Date Time Title Registrants

®  May 11, 2012 200 PM POT YWebinar 2 1

| Generate Excel Report
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Recorded Webinar Report

The Recorded Webinar Report shows details about your recording history, including who registered to
view recordings and when recordings were viewed.If you choose to attach a recording in a follow-up
email, the Recorded Webinar Report will also show which attendees viewed the recording from the follow-
up email. Use the Recorded Webinar Report to see past data on recording uploads, views, etc.

Generate a Report
Log in to your online account.
2. Select Generate Reports in the left navigation.
3. Select the report type:

e Registration Report — Shows when each person registered for the training and their answers to
the registration questions.

¢ Attendee Report — Shows details about each attendee, including registration information and how
long they attended the session.

e Performance Report — Shows high-level statistics on the session.

e Suney Report — Shows a session’s Surwey questions and attendee’s answers.

e Recorded Webinar Report — Shows details about viewers and when the recording was
downloaded.

3. Choose a date range within the last year, or choose specific From and To dates to filter your report
data.

4. Click Show Webinarsto see the results.

5. To export the data, click Generate Excel Report.
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Generate Reports

Step 1: Select Report Type

@ Registration Report

Shows d s
Attend stogiony
ndi

LastT Da

Shows ¢ ™ o BS.
Last 30 Days

©  Perforr Last 90 Days

Shows b 1 the webinar
Last 180 Days

Survey Last365 Days | )

Shows ¥ itions and altendea’s answers
Today
Tomorrow

Step 2: Choose &7 Days
Mext 30 Days

@ Within: pext 90 Days -

Mext 180 Days ——
From: To: I Aty
Mext 365 Days

Show Webinars

Step 3: Select Webinar

Date Time Title Registrants

®  May 11, 2012 200 PM POT YWebinar 2 1

| Generate Excel Report
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View Webinar History

You can view webinar history to see information on your past sessions, including the session’s date, time,
title, duration and attendees. If a session has just ended, it may take up to 15 minutes before it appears in
your webinar history. Your webinar history is stored indefinitely (unless a webinar is canceled).

View past webinar history
Log in to your online account.
2. Select Webinar History from the left navigation.

3. On the Webinar History page, all past webinars are shown.

View attendee details

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

2. To export the attendee data to Excel (.(XLS), click the Export to Excel button.
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You can record any session and then store the recording for attendees to view at a later time. When a

session is recorded, then the presenter's screen, the audio and any shared applications are recorded.

Get started with session recording

Successfully using session recording requires a series of steps on the part of the organizer. Use the steps
below to set up and use session recording.

1. Record sessions: You can start and stop recording during webinars.

2. Convert recordings: After each recorded session, a temporary recording file is saved to the

specified location in .G2M format. You must then convert the recording into a downloadable format

(MP4, WMV or .MOV).

3. Upload recordings: To allow attendees to access the newly converted recordings, you can upload

them to the My Recordings page.

4. Share recordings: You can obtain the direct URL to the uploaded recording and then share it with

attendees.

5. Play back recordings: Attendees can use the direct URL to view the recording on any device.

Start and stop recording a session
Note: We recommend having 2 organizers record the session in case 1 organizer encounters any issues that may potentially disrupt

the recording.

1. Ensure that you are sharing your screen, application and/or webcam if needed.

2. To start recording a session, click the Start Recording button in the Screen Sharing pane of the
Control Panel. If you do not see the button, click View > Recording in the Control Panel menu.
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* AuSence View [100% LIS
= Sentan Shidng =

Shaw Wy S
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T
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= Websam LT

@

Etap Sharing Wy
Yegcam

i

Note: The free storage space available in the saved recording file location is displayed nextto the button. At least 500MB of
free space must be available to record a session in GoToMeetina format, and at least 1GB of free storaae space for Windows
Media Player and .MOV format. If the recording space drops below 100MB, the recording automatically stops.

3. The button will change to Stop Recording in your Control Panel. All attendees in the session will
see a "This session is being recorded" notification at the bottom of their Control Panel.

© 2015 Citrix Systems. All rights reserved. 196



GoToWebinar User Guide

Webinar How
‘Webinar ID: 130-460-971

@ This session is being recorded, [:}

Golo\Vebinar

If you don't want o be recorded, mute yoursel! and doni
share your screen. You may also leave the session.

4. To stop recording a session, click the Stop Recording button to temporarily pause or stop
recording altogether. If you do not see the button, click View > Recording in the Control Panel menu.

Note: The recording may take some time to process and convert, depending on w hich recording media format you chose. If you
didn't choose a location to save your recording to before the session started, the recording file is located in the My Docum ents
folder by default.

= Screan Sharing
Show J.'I:.r Cicg Give
Showing  Keybeard
Sersen & Mouse
102.9 B8 remaining Zaettings
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ConvertSessionRecordings

Once a session has been recorded, the temporary recording file (G2M) must be converted before
anyone can view it. Using the Recording Manager, you can easily convert multiple recordings at once
whenewer it's convenient for you.

Open the Recording Manager
You can access the recording manager at any time in any of the following ways:

e When you end a session, the Recording Manager will automatically launch and prompt you to
conwvert your recordings.
¢ Right-click the Daisy icon in the system tray, then select Convert Recordings (Windows only).

88 GoTolMeeting
Mest Mow...
Schedule & Mesting...
My Meetings...

&8 GoTo\Webinar

Webinar Mow...
Schedule 8 Webinar...
My Webinars...

Join...

Help

Convert Recordings...
Preferences...
About...
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e Open Preferences > Recordings > Convert Recordings now.

'iﬁ Preferences - GoToWebinar =)

Audio
() Don't record audky

@) Use GaToMesting integrated audio
Records eweryone who speaks (via megrophone o telephone],
() Use your cam sudio service
Reduares & phyvscal mput devics, A microphons will redand st your
woice. A phone patch devios will record everyone who speaks.
Eieed sucho heip?

Rucar g

Recordngs must be cormverted before snyone can view them.
& Remind me o cormert necendings after each recorded satsion

() Brort remind me to conwert recordngs

C1'Usarsusenmame \Dacuments| Brawae
| ComvertRecordngs tow |

[ | [ concd
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Convert arecording

1. Open the Recording Manager.

2. Under "Recordings you need to conwert”, any unconverted files will be listed (both the most recent
session and any past sessions that were not yet converted). Use the check boxes to select the files
that you wish to conwert.

Note: If you do not see the session recording you are looking for, simply locate it on your computer and move it to the specified
Recordings folder. It willthen automatically appear in the "Recordings you need to convert" section.

3. Use the "Choose a file format" drop-down menu to select the desired format:

¢ .MP4 (Windows only) Can be played on most Windows and mobile devices

o WMV (Windows and Mac): Can be played all Windows devices, as well as some Mac and
mobile devices

¢ .MOV (Mac only): Can be played on most Mac and mobile devices using Quicktime

Note: If you are converting arecording thatw as made in 2012 or earlier, then you must use .WMV format (.MP4 w illnot w ork
correctly).

4. Click Convert Recording.
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@ Recording Manager - GoToMeeting =L

“ou have recordings that need to be converted before anyone can view
them.

Yau can do this now or when it's converient for you, You may also choose o convert any additianal
recordings at this tme.

Recordings: You Meed to Comvert

[ subject Date
[VIEE] 2015-01-19 11,05 Quarterly Repart.gam Mom 1/19/2015 1:05AM &
[CIEE] 2015-01-15 11.03 Meet Mow.g2m Mon 17192015 1:03 AM &

Choose a file format:
EI - WY I

Subject Date =
H 2015-01-19 10.49 Cuarterly Repart.mpd Mon 1/19/2015 10:56 AM = &
(El| 2014-12409 16.11 Mesat Now.mp4 Twe 12/972014 5:00 PM = -
Open Recordngs Folder
[ ] GoToMeeting Recording Manager

. You have recordings that need to be converted bafore
anyone can view them.

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

“ Recordings You Need To Convert

Sassion Title »  [Date and Time
Meet Now Feb &, 2015, 5:21 PM L

MOV

Choose a file format:

~ Converted Recordings
Sazaion Tithe A

Meet Now 2-6-15, 5.07 PM =]
Meet Now 2-6-15, 5.13 PM (=]

‘Open Recordings Folder

5. The conversion process will begin for the selected files. The recording may take some time to

process and conwert, depending on the video content and length, CPU speed, chosen media format
and the amount of available memory.
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@ Recording Manager - GoToMeeting

-1 Il

=l o

2015-01-19 10.49 Quarterly Repart.g2m (1/1)
—_—

16% dane. Will finish in about 2 mniites.
E] Converted Recordings

Subject Date

[H] 2015-01-19 10,45 Quorterly Repart.mp4 Mon 1f15/2015 10:48 AN S5 =
[l 2013-12-09 16. 11 Meet Nowe.mps Tue 1292014 5:00 PM s
H 2015-12-09 14.54 Webinar Nowe.mp4 Tue 12/9/2014 5:00 PM = -
Open Recordngs Folder
[ NS GoToMeeting Recording Manager

l‘.')l".

SIS K
A

Q3
EARNINGS

Converting *Maet Now® (1/1)

47% Complete ~ Cancel
~ Converted Recordings

Sesslen Title

Meet Now 2-6-15, 5.07 PM

-

=]

‘Open Recordings Folder

6. Once the file has been successfully converted, it will be moved to the "Converted recordings" list in

the Recording Manager. You can click the Folder icon £ to automatical
computer in which the conwerted file is stored.

7. See Archive, Share and Manage Recordings for next steps.

lly open the folder on your
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Archive, Share and Manage Recordings

After you've recorded a session and conwerted the recording, then you can store your recordings in the
GoToWebinar web app and share the links with your attendees. You can also distribute a recording and
send or upload the recording wherever else you'd like.

Also see Recording and Playback FAQs for more information.

Note: By defaultyou have 3GB of storage space for your webinar recordings. Y ou can upload a recording file no larger than 1GB at
atime. Althouahvou canrecord sessions on Macs running OS X 10.6 (Snow Leopard) or higher, you can only upload and stream
.MOV files using Mac OS X 10.7 (Lion).
Upload a session recording

1. Ensure that the session recordings have been conwerted.

2. Log in to your online account.

3. Click My Recordings in the left navigation.

4. On the My Recordings page, click Upload a recording > Select a file.

@ GﬂTﬂ‘H".rEbinEr GoToMeeting | GoTo'Webinar | GoToTraindng | OpenVoice | Admin Center | MyAccount | 347 Support | Log Out

My Recordings

My Recordings + Upload a recording
Webindar Hetlory - "
' / Upload a recording C
Date Uploaded slze Recordir
Uipdoad yous [, i of nged ) recod ding 1o GaToWebinar.
) ) Each e rmursd bee e than 1 GEL
Feb 06, 2015 1.8 MB 2015-01-
By disfaalt, ieoedings ané Lived b the Daouments falder on the
compater where you redoicad the session. Sessions recorded on a —
PC must e cormerbed o Windaws Midia Playes fes to be
uploaded

5. Browse for and select the recording file from your computer. Recordings are saved to the location
specified in the Recording Preferences (default is C:\Users\<username>\Documents).

Note: Recording files must be WMV, .MOV, or .MP4 formatand less than 1 GB.
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Upload a recording

2015-02-07 00.08 Q3 Earnings Reportwmy uploading

99% complete

Do not close this window while the upload i in prograss.

Cancelupioad  Processing your recording

Your recording is now being processed for playback on a variety of
deviees.

Flease leave this page and check back every 5 minutes to see if
your recording is raady for sharing and playback

# Sand me an email when tha recording is ready

6. The recording will be processed and optimized to play back. You can choose to have an email sent
to you once the recording is ready.

You can use the My Recordings list to view the upload date, size, and recoding title, as well asshare
or remove session recordings.

Date Size Recording Title Registrants

Uploaded

Feb OF, 2015 607 KB 2015-02-07 00,08 Q3 Eamin.. @
Feb 05, 2015 1.8 MB 2015-01-19 10.49 Quarterly... ] ® £ @
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Share adirect link to the recording
1. Log in to your online account.

2. Upload the session recording and find it on the My Recordings list.

3. Hover ower the Share icon next to the desired recording, then copy the URL provided in the pop-
up box. .

4.Share the URL with registrants as desired (e.g., via email, instant message).

Date Uploaded Sine Recarding Title Widars Sharne Rermiowi

Nowv 18, 2014 4.0 MB 2014-11-18 1209 Webina  Link o ~
httpsy/fattendee.gotoweh w

Ot 20, 2014 F4B ER 2014-10-30 1257 My Wel 4

Ot 20, 2014 553 KB 2002-10-20 13.20 O Report wimy 0 by

Send new registrants archived recordings

Archiving your event allows you to link an uploaded recording with a past webinar so that any attendees

who register for the webinar after it has been held will automatically be sent to the archived session
recording. This essentially turns the registration URL for the webinar into a link to the session recording.

1. Log in to your online account.

2. Go to My Recordings > Past Webinars tab.

3. Click the name of the webinar you wish to archive.
4. Click Edit next to Registration Settings.

5. Click the Registration tab.

6. Under "Recording", enable the "After the webinar ends, new registrants view a recording” check
box.

7. Click Select a Recording.
8. Choose your recording and click Add (upload a recording if needed).
9. Click Save.

10. Share the URL of your webinar with registrants as desired.
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Attach a recording to a follow-up email

1. First, upload the recorded session. You must wait until a session has ended before you will be able
to convert the recording and see the session on the Past Webinars tab.

2. Click My Webinars in the left navigation.
3. Select a webinar to go to the Manage Webinars page.

4. Under the "Share Your Webinar" > "Emails" section, click the Edit link next to either of the follow-up
emails (attendees and/or absentees).

Emails

00

5. Enable the "Send follow-up email to attendees" check box.

6. Click the Select a Recording button, then select the desired recording. Remember, if you have not
yet uploaded the video, then it will not be listed. Click Add when finished.

See Share Webinars, Manage Registration and Send Emails for more information about modifying
and sending follow-up emails.

Note: If you're an organizer on a corporate (i.e., "offline") account, only the organizer who originally added the recording to the
follow -up email w ill be able to delete it. Co-organizers w on't be able to delete a recording that's been added by someone else,
but co-organizers can stilladd a recording to a follow -up email if one hasn't already been added.
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My Webinars * Manage Webinar * Follow-up Email to Absentees

Follow-up Email for "Q1 Quarterly Report"

Follow-up Email

A Follow-up Email can be senk to
ahsemmuptuﬁmad‘terthe
Sendt Emait [ 6 BIET e webinar's scheduled end date

¥ Send Follow.up Email 1o Absenees

7
[#] 5end me a copy of the Folow-up Emall Upload a R fing
Yol €30 upoad 3 webanar
st recarding on the My Recoidngs
) page
We missed you at Q1 Quarterly Report

ezLHame. My Recordings
Body:

We're somy you weren't able to attenc a |

g @ Recarding Uplaaded an
2 2015-01-19 10.49 Quarterly Report mps Feb 06 2005

Please send your questions, comments
laura.reed@global.citmeonlme.com.

Opt-out Link and Privacy Palicy Link £ 2014-12-09 1732 Quarerly ReporLwmy Feb 06, 2015

GoToWebinar Copyright

m Preview Cancel

D 2014-12-09 17.32 Quarnerly Repont wimy D 10, 2004

D 201412089 17,16 Quarterly Report wmv Do 08, 3014
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Delete a session recording
1. Log in to the GoToWebinar web app.

GoToWebinar User Guide

2. Find the recording on the My Recordings page and click the Remowve icon .

3. Click Yes to permanently delete the recording.

Date Uploaded Size Recording Title Vigws Share Remaove
Qct 30, 2014 748 KB 2014-10-30 12.57 My Webinarwmy g -\ )@J
Oct 30, 2014 553 KB 2014-10-30 13.20 Q3 Reportwmy o E X
Now 18, 2014 49 ME 2014-11-18 1209 Wi ‘Confirm Delete

Locate Recording Files

AR You Sufe you want to delete "2014-10-30 13,30 Q3
Rq’_'pl:l.". WYY

After each recorded session, a temporary recording file is saved to the specified location in .G2M format.
You must then convert the recording into a downloadable format (.MP4, WMV or .MOV).

By default recordings are stored in C:\Users\<user>\Documents. The original "pre-converted" .G2M
files are stored in a subfolder called "originals" after a successful conversion has finished. However, you
can change the location for which all future session recordings will be saved (ensure it has at least 1GB

of space available).

C:Visers\ cusermname > \Doouments | Browse

| cenvert Recordings New |
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Changethe location of saved files

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

g8 GoToMeeting
Meet Now...
Schedule & Mesting...
My Meetings...

#8 GoTo\Webinar
Webinar Now...
Schedule a Webinar...
My Webinars...

Join...

Help
Convert Recordings...

Preferences...

2. Go to the Recording tab.
3. At the bottom of the window, click Browse.

4. Select the desired location, then click OK.

'iﬁ Preferences - GoToWebinar =)

Regording

Audio
() Don't record audky

@) Use GaToMesting integrated audio
Records eweryone who speaks (via megrophone o telephone],
() Use your cam sudio service
Reduares & phyvscal mput devics, A microphons will redand st your
woice. A phone patch devios will record everyone who speaks.
Eieed sucho heip?

Recordings
Recordngs must be cormverted before snyone can view them.
& Remind me o cormert necendings after each recorded satsion

() Brort remind me to conwert recordngs

C1'Usarsusenmame \Dacuments| Brawae
| ComvertRecordngs tow |

[ | [ concd
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Recordingand Playback FAQs

Here you can review frequently asked questions regarding session recording and playback. Please see
Record a Session for details about starting and stopping session recording, as well as modifying the
recording settings.

How do I record a session?

Please see Record a Session for details about starting and stopping session recording, as well as
modifying the recording settings.

How do | locate my session recordings?

By default recordings are stored in C:\Users\<user>\Documents. The original "pre-conwerted" .G2M

files are stored in a subfolder called "originals" after a successful conversion has finished. See Locate
Recording Files for more information.

C:sers| Cusername > Poouments Browse

[ convert Recordings now |

Lox | [ conced |

How can | tell how much storage | have left?
1. Log in to the GoToWebinar web app and click My Recordings in the left navigation.

2. The Storage Space widget in the left navigation shows how much storage space is in use and how
much is remaining. By default, you have 3GB of storage space for materials and recordings.

Wy Webinars

My Recordings

Schedule a Webinar

My Recordings

Upload the recordings {wmy, .

=+ upload Recording

Date Uploaded Size

Ot 30, 2014 748 KB
Ot 20, 2014 353 KB
Now 18, 2014 49 MB

Where do | find my recordings? By d
recording
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What file formats are supported?

You can conwert a session recording into any of the following formats:

e .MP4 (Windows only) Can be played on most Windows and mobile devices

e WMV (Windows and Mac): Can be played all Windows devices, as well as some Mac and mobile
devices

e MOV (Mac only): Can be played on most Mac and mobile devices using Quicktime

Can people on Macs view sessions recorded on Windows computers (and vice
versa)?

Yes, as long as the session has been converted to .MP4 format.

Can linclude audio in my session recordings?

Yes. The Recording Preferences will determine if and how audio is included in session recordings. The
following options are available:

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

e Use GoToWebinar audio service: Records everyone who speaks via VolIP or telephone.

e Use your own audio service: Uses a microphone to record the organizer's wice, while a phone
patch device will record everyone else who speaks (requires a physical input device).

Can | exclude audio from session recordings?

Yes. You can modify the settings so that only the shared screen is included by selecting the "Don't record
audio" option under Recording Preferences.

Can |l record a session using my own audio service?

Yes. If you're using your own conference call number, you must have a sound card and an audio input
device like a microphone torecord audio. If you're recording a teleconference, you can position the
microphone next to the phone or set up a phone recording adapter to your phone and line-in input on your
computer's sound card. If you're having trouble with your audio, see Audio Help.

Can | edit a recorded session?
Yes. You can use third-party editing software such as TechSmith Camtasia® to edit recording files. Just

make sure that they have been converted first.

Can | postarecorded session?

Yes. You can upload your recorded sessions to the cloud so that your attendees can access them from
any device.

Can | mail arecorded session?

Yes. After you've uploaded a recording to the My Recordings page, you can also attach the recording to
follow-up emails by clicking Edit next to Follow-up Email on the Manage Webinar page. Then click Select
a Recording under the email template to upload a recording to the follow-up email.
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Mobile Apps

Join Webinars via iOS

You can download the GoToWebinar app for iOS to join webinars while on the go. Also see Use iOS
Session Features to learn more about the features that are offered while in session.

BOY S5 ¢

Q3
EARNINGS

Join a session from the app
1. Download the GoToWebinar app from the App Store.
2. Open it and tap Join a Webinar.
3. Find the correct session in either of the following ways:
¢ Enter the webinar ID provided by the organizer, then tap Join.
-or -
e Tap the desired session under My Webinars (if you have the app connected to your calendar).

4. You will be automatically launched into session. See to learn about what you can do during a
session.
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<] Join a Wabinar *:%:]

i GoToWebinar

1238 PM
Join a Wabinar
129-823-491

m— Ouickly joan wour webinans by Conned

Connect to your calendar

Wed, Fel & GoToWebinar - 01 Oua.,,

GoToWebinar - 01 Cua.,
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UseiOS Session Features

The GoToWebinar app for iOS allows you to view shared screens and webcams, as well as raise your
hand to grab the presenter's attention.

B [ ¢

Q3
EARMIMGS

Ask a question

e Tap the Question icon in the toolbar, then type your question and tap Send.

Raise your hand

e Tap the Raise Hand icon in the toolbar so that it turns blue. Tap it again to lower your hand.
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View and rearrange panelist's shared webcams (iPad only)

Tap the Webcam icon in the top navigation, then select one of the following views:

Webcam Proview

Wi Waboams

o All — Allwebcams that are being shared will be displayed at the top of your screen. You can re-
size the webcams by clicking and dragging the re-sizeing bar.

e Talking — Only the webcam of the panelists who are currently speaking will be shown at the
bottom of your screen.

e None — All shared webcams will be hidden.
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GoToWebinar App for Android Permissions

When you install the GoToWebinar app for Android on your device, the app will request permission to
access different features on your Android device to run properly. While some of the permissions may
sound scary, keep in mind that almost all apps require certain permissions to run features. Below is a
table of the features that the app is requesting permission to, with an explanation of why the
GoToWebinar app is requesting permission for this specific feature.

OB £ &5 .l 75 PM

APp permissions

Pair with Bluetooth dewic

Phone calls
Directly call phone numbers, read phone status

and identity

Metwark communication

Full network access

Your personal information
Read calendar events plus confidential

:|'f:: matioy

Hide
Audio Settings {
Change your audio settings

System tools

Metwork communication

View network connections

Affects Battery

Prevent phone from sleeping
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M e £ 5 5.

App permissions

GoToMeeting needs access to!
Microphone
Bluetooth

Phone calls

v sdenlaly
Metwark communication
Your personal information
jead calendar events plus conf tia
f I 1 i

Hide

Audio Settings

ige your audio settings

System tools
Feature How GoToWebinar Uses this Information
The app will use your device's Phone app to dial in to the phone call (should you
Phone calls choose to do so) by tapping the switch to phone button in the app's audio tab.
Directly call cell phone The app also reads the state of phone calls to mute or disconnect from the

numbers, read phone status session audio so that the meeting audio does not interrupt your phone call.
and identity

The app will pair with your Bluetooth device to connect to your audio via
Bluetooth Bluetooth.

Pairs w ith Bluetooth devices

The app will use your network communication to connect to the internet.
Network

communication

Full netw orkaccess

The app reads your calender events to scan for upcoming meetings and display
Your personal them in the app, enabling you to join with a single touch. This information is used
information solely to make joining a session easier and quicker.

Read calendar events plus
confidential information

. The app will use your microphone to share your wice with others in the meeting.
Microphone

Records audio
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The app uses information in your audio settings to provide you with optimal audio

Audio Settings by switching to different audio settings and controlling your audio devices.

Change your audio settings

The app uses your system tools to connect to your audio via Bluetooth devices.
System Tools

Send sticky broadcast

The app uses your network communication information to see whether you're

Network connected to the internet and to handle network disconnections.

communication

View network connections

The app will keep your screen from locking when you are viewing a presenter's

Affects Battery screen.

Prevent phone from sleeping

Mobile Feature Comparison

The GoToWebinar mobile apps offer different features depending on the device's operating system. Use
the chart below to see what is available on each app for iOS, Android and Windows devices.

Features i0S Android
Join awebinar N '
View shared screen N
View and rearrange webcams v
(iPad only)
Raise your hand f N
Answer polls v v
Ask guestions Y ¥
Leave a session v N
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FAQs

Roles FAQs

Review frequently asked questions on roles in GoToWebinar FAQs.

What is an organizer?

An organizer has a GoToWebinar account and schedules, starts, manages and ends a session. An
organizer can also designate other attendees to be organizers or panelists. Once a session starts, the
scheduling organizer is the default presenter and may either begin presenting or pass the presenter
controls to another organizer or panelist.

What is a panelist?

A panelist is a person who presents and/or answers questions assigned to him or her during a session. A
panelist can be given the presenter controls at any time during the session and is able to speak on the
conference call by default. Panelists do not need to have GoToWebinar accounts to participate in web
ewvents.

What is a presenter?

A presenter is the person who is presenting their screen to the audience. The GoToWebinar organizer is
always designated as the initial presenter. The presenter role can then be passed to another organizer,
panelist or attendee.

Presenters can show their complete desktops, a clean screen (with no icons or taskbar) or a specific

application window to the audience. Presenters may choose to pause Screen Sharing at any time.
Presenters may give other organizers or panelists the ability to control their keyboard and mouse.

What is an attendee?

An attendee is someone who can view the presenter's screen but is initially muted on the conference call
to minimize background noises that would detract from the presentation. If you're using integrated audio
conferencing, the organizer can unmute up to 25 participants (including panelists and other organizers),
whether they're using telephone or Mic & Speakers (VolIP). If additional attendees need to speak, a
corresponding number of unmuted participants will first need to be muted (only 25 participants may be
unmuted at any time). You can also make an attendee a panelist so that they may speak during the
session.

Attendees do not need to have GoToWebinar account to participate in web events.

How many people can speak on the call at once?

When using integrated audio conferencing, up to 25 participants can be unmuted and speak on the call
at any one time.
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HDFaces Video Conferencing FAQs

How is HDFaces different from other web conferencing video solutions?

We provide the highest resolution video conferencing quality currently available among web conferencing

providers — up to 6 streams at 640p x 480p for a maximum resolution of 1920p x 960p. Best of all, there's
no additional cost to use HDFaces with GoToMeeting!

What are the system requirements for HDFaces video conferencing?

Internet connection with cable modem, DSL or better

e Windows® 8, 7, Vista, XP or 2003 Sener, or Mac OS® X 10.6 Snow Leopard® or later

e Dual core 2.4GHz CPU or faster with at least 2 GB of RAM

o Internet Explorer® 7.0 or later, Mozilla® Firefox® 3.0 or later, Google Chrome 5.0 or later or
Safari® 3.0 or later

e 700 Kbps or more bandwidth recommended per participant for simultaneous screen sharing, audio
and video conferencing

Which webcams are recommended?

Video conferencing will work with most standard video conferencing webcams. From our testing, we
highly recommend the following webcams:

e Logitech® HD Pro Webcam C910
e Logitech HD Webcam C510
e Logitech HD Webcam C310

Which webcams are unsupported?
HDFaces video conferencing does not support the following webcams:

4eyeGrab
Hava Remote Video Device
e Hava Video Device
BT878 VW to WDM mapper (32-bit)
Live! Cam Notebook Pro (VF0400)

If 6 video streams are being shared and I turn off my video stream, can another
participant share their video?

Yes, panelists and organizers can stop and share video streams at any time. Organizers can also disable
a panelist video stream so that another panelist can share their webcam.

Can | temporarily stop my webcam without giving up my webcam slot?

Yes. You can pause your webcam temporarily by clicking the Pause button @ on the top-right corner of
your webcam feed.
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Is HDFaces available on GoToWebinar and GoToTraining?

Yes! HDFaces video conferencing is available for GoToMeeting, GoToWebinar and GoToTraining at no
additional cost.

How do | set up my webcam to use with HDFaces video conferencing?

Install your webcam using the manufacturer's installation instructions. You can set your webcam settings

from GoToWebinar Preferences. We recommend using a headset with mic and speakers (VolIP) instead
of your webcam's built-in mic and speakers.

What happensif | install awebcam during an HDFaces session?

In most cases, we should be able to detect your new hardware and allow you to use it during the same
session.

What are the bandwidth requirements for HDFaces?

We recommend 700Kbps or more per participant for simultaneous screen sharing, audio and video
conferencing. HDFaces uses bandwidth optimization to make the best possible use of any available
bandwidth. If you experience slow performance issues, try closing data-intense applications like
YouTube, Netflix, Skype, etc.

What is the supported video frame rate?

HDFaces supports up to 30-frames/second. The frame rate depends on your webcam, lighting, network
and computer.

Can | join an HDFaces session from an Android or iOS device?

Yes. You can join HDFaces sessions as an attendee, but you'll be unable to view or share webcams and
show your screen if you're using an iPhone or iPod Touch. If you're on anAndroid or an iPad 2 or newer,
you can share and view webcams in meetings. In a webinar, you can only view webcams from an iPad.

Can | view webcams if | join an HDFaces session from an Android or iOS device?

e If you are joining an HDFaces session from an Android, you will be able to view webcams.
Howewer, you will not be able to share your own.

e [f you are joining an HDFaces session from an iPhone or iPod touch, you will not be able to view
webcams. Howewer, if you are joining from an iPad you will be able to view webcams.

What are some video conferencing tips and best practices?

e Secure your webcam on your computer to make sure it's stable and won't move around.

e Choose a location with adequate lighting. If you're sitting directly in front of a window, try moving to
another spot; otherwise, your webcam may only capture your silhouette.

e Position your webcam so that your entire face fills up at least half of your webcam viewer.

e For optimal performance, open Preferences > Webcam > Advanced. If you hawe a high-
performance webcam, you can enable high-quality features, such as "face recognition" or "right
light," to enhance your video conferencing experience.
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How do | select a different webcam if | have more than one plugged in to my
computer?

To select a different webcam, open Preferences > Webcam. If more than one webcam is detected,
simply choose which webcam you'd like to use from the Your Camera section.

Can I record webcams during an HDFaces session?

Although you can record screen sharing and audio, you cannot record webcams at this time.

Why can't | see other participants' webcams?

Your webcam viewer may be minimized, but you can bring the viewer back up again from your taskbar or
dock. If you previously selected the Hide Webcams from the Webcams drop-down menu, select Show
Webcams. Only staff members can show their webcams.

Why can't other attendees see my webcam?

Double check to see if your webcam is connected to your computer and then try clicking the Share My
Webcam button if you haven't already done so. To see if your webcam has been detected, open
Preferences > Webcam.

What should I do if I'm experiencing poor video quality?

Make sure you have adequate lighting in your room. If you have low bandwidth, you should make sure
you have nothing else running that might use up bandwidth. If your webcam is out of focus, turn off the

auto-focus setting on your webcam. You can also check to see if you're using one of our unsupported
webcams.

What should | do if my webcam stops working?

If you have low bandwidth or CPU issues, you may see a "Low Bandwidth" or "Computer Owerloaded"
message. You'll be prompted to hide all webcams and/or stop sharing your own webcam. If you click Yes,
all webcams and/or your own webcam will be hidden.

To improve bandwidth and CPU performance, close all other programs on your computer, and switch to a
high-speed cable Internet connection (if you haven't already).

Can attendees share webcams?

No, only organizers and panelists can share webcams. If you want an attendee to share a webcam you

may promote them in-session to a panelist or organizer, which will give them the ability to share their
webcam.

GoToWebinar Features FAQs

Review frequently asked features questions.

How do | customize my registration page?

On the Manage Webinar page, click Edit in the Registration Setup section to manage registration:
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e Add additional registration fields (first name, last name and email address are always required)
e Create your own registration questions

e Set the approval process

e Set up registration notification emails

How do | monitor my attendees during a session?

Using the GoToWebinar Dashboard, you can easily check attendance patterns and monitor attentiveness
by viewing the status bars at the top. Green bars indicate 100% session attentiveness, yellow bars
indicate mediocre attentiveness and red bars indicate lack of attentiveness. You can also see the number
of open questions and hands raised at any time.

What's the difference between Chat and Q & A?

The Chat feature allows organizers to send private messages to panelists or broadcast messages to all
attendees. The Q & A feature allows attendees to type and send questions to organizers and panelists
who can respond with answers privately or to the entire audience.

How do | save Q & A sessions?

Question and answer sessions are automatically saved and ready for viewing in the Attendee Report 2
hours after the session's scheduled end time.

Can | allow a co-presenter to help me with a session?

Yes. Organizers may invite additional presenters to a session as panelists. During a session, panelists
are able to speak to the audience or share content from their own computers.

Can | approveregistrants before allowing them to attend?

Yes, you can change your registration settings from automatic approval to manual approval so that you

can view all registrants and either approve or deny them before they receive a confirmation email with
instructions on how to join the session.

Can I draw on and highlight screen content during a presentation?

Yes. GoToWebinar allows organizers and panelists on Windows computers to use Drawing Tools to
highlight and annotate their presentation. These tools include highlighter, pen, spotlight and arrow
functions.

Can | conduct Polls and Surveys of my attendees?

Yes. Organizers can create Polls and Suneys before the session begins on the Manage Webinar page.
GoToWebinar organizers can also launch on-the-fly Polls during a session and include a Survey
immediately after the session or in attendee follow-up emails.

Can |l upload PowerPoint® presentations?

With GoToWebinar's screen-sharing technology, there's no need to upload your presentation before your
event. Just run it on your desktop and share your screen.
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Can | take control of attendee desktops?

Yes, but only if they give you permission. To take control of an attendee's keyboard and mouse, they
must be the active presenter.

How do | share one application and nothing else?

A presenter on a Windows computer can share a single application, program, monitor or window by
clicking the Show My Screen button on the Control Panel and then selecting which application to share.

Security FAQs

Review frequently asked security questions.

How secure is GoToWebinar?

Your sessions are completely private and secure. All of our solutions feature end-to-end Secure Sockets
Layer (SSL) and 128-bit Advanced Encryption Standard (AES) encryption. No unencrypted information is
ever stored on our system.

How do | use GoToWebinar with firewalls?

Our solutions use HTTP outbound connections to transparently enable screen-sharing sessions, even
with corporate firewalls in place. In most cases, organizers and attendees can connect to Citrix Online's
servers without re-configuring firewall settings.

Can my computer get avirus from downloading the software or attending a
session?

No, neither organizers nor attendees can catch or be exposed to viruses from downloading our software.
We continuously monitor our development environment for viruses and malware, and all of our
downloadable software is digitally signed to prevent tampering by third parties. The warning message
customers might see when they install the software is a default message displayed by their browser
whenever they download executable files.

Do | need to set my browser to accept cookies to use your website?

You can browse our website without having cookies enabled. However, if you need to log in to an existing
account, you will need to adjust your browser's privacy settings to accept cookies. We primarily use
cookies to provide you with secure access to your account.

GoToWebinarApp for Android FAQs

Review frequently asked questions on GoToMeeting App for Androids.

Can | use the app to join GoToMeeting and GoToWebinar sessions?

If you're running Android 4.0 or higher, you can install the GoToMeeting app from the Google Play Store
to join GoToMeeting and GoToWebinar sessions as an attendee. If you're a GoToMeeting organizer, you
can log in and schedule and start a meeting from the app, but you won't yet be able to share your screen,
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so we recommend making someone else who joined the meeting from a Windows or Mac the presenter
or co-organizer.

We recommend using devices with a 1Ghz processor or higher for optimal performance.

How can | download the GoToWebinarapp?

You can download the GoToMeeting app from the Google Play Store by logging in to your Google
account that's linked with your Android device and searching for the GoToMeeting app. If you don't see

an Install button, you may not be running Android 4.0 or higher (the minimum system requirement
needed to install the GoToMeeting app).

You can also download the GoToMeeting app from the Amazon Appstore (only available in the U.S.),
which lets you instantly download the GoToMeeting app to an Android device.

What are the minimum system requirements for joining a GoToMeeting or
GoToWebinar session from my Android device?

e Android 4.0 or higher
e 1 Ghz CPU or higher recommended
WiFior 3G connection (WiFiand headset recommended)
Free GoToMeeting App from Google Play or Amazon Appstore

How do | join a meeting on my calendar from the app?

Meetings in the Android Calendar app sync with the GoToMeeting app so you will see a list of your
upcoming meetings on your Join screen. You can quickly join a meeting by tapping the name of the
meeting.

GoloMeeting

Meeting with staff

Buisiness meating
PR - BHD F8 P

BEd-434-B57

Client meeting
e, 3 AL 3 AM BT

T-0A8-435

You will also see a GoToMeeting widget that displays your upcoming meetings. You can tap the meeting
to view the meeting information, and tap Join to join the meeting.
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Can | schedule meetings from the GoToMeeting app?

Yes, you can schedule meetings from the GoToMeeting app by tapping the Schedule a Meeting button.

You can then select whether or not is a recurring meeting, choose the audio and edit phone numbers.
You can also edit meetings and invite others from the GoToMeeting app.

Can | host GoToMeeting and GoToWebinar sessions on the app?

You can log in to schedule or start instant or existing meetings from your Android smartphone or tablet,
but you won't be able to share your screen. We recommend making someone else who joined the
meeting from a Windows or Mac the presenter or co-organizer from the Attendee List. Unfortunately, you
can't start GoToWebinar sessions from your Android device at this time.

© 2015 Citrix Systems. All rights reserned. 226



GoToWebinar User Guide

|
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What are some of the unsupported GoToWebinar features?

Organizers and panelists can't do the following:

e Host or join a GoToWebinar session

e Join a session from a panelist invitation email
e Present as a panelist or organizer

e Start Screen Sharing

Attendees can't do the following:

e Start Screen Sharing or accept Presenter Control

Can I record a session from my Android?

No, you cannot currently record sessions from an Android device.

Can | chat from the app?

Yes, all attendees, organizers and presenters in a meeting can chat by tapping the Chat icon . in the
toolbar, entering a message and tapping Send. You can choose to chat with everyone in the meeting or
privately with another person in the meeting. When you receive a Chat message, the Chat icon will
bounce in the keyboard toolbar.

Chat is currently unsupported for GoToWebinar.

Why do | see an “Unable to Join the Meeting” error telling me that the Meeting ID
is invalid?

If you manually entered the Meeting ID, double check to see that you typed it correctly.
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Why do | have to enable cookies to join? How do | enable cookies on my
browser?

If your browser is set to disable cookies, you must first enable cookies before you can join a session. To
enable cookies, go to your browser's settings and select Accept Cookies.

| prefer to dial in to the audio conference by telephone. Where can | find the Audio
PIN?

You do not need an Audio PIN to dial in to the audio conference by telephone. To dial in to the audio
conference by telephone, you can set your default audio to Phone by going to the Settings tab and
selecting the Phone icon = %  next to Default Audio. If your default audio is set to Phone and you join a
meeting from an Android device, you will be automatically dialed in to the meeting.

You can see if you are connected to the meeting by VolP or telephone in the Audio tab. If the organizer
has provided dial-in phone numbers, you can switch to telephone by tapping Switch to Phone in the
Audio Tab. In the Audio tab, you'l see a list of phone numbers associated with the session. If the
organizer provides international country numbers, you can choose which country you want to dial into.
Once you tap Dial, you will automatically dial in to the conference from your Phone app and will need to
navigate back to the GoToMeeting app to return to the session.

Why am | disconnected from GoToMeeting when | try dialing in from my phone?

If you're using a device that doesn’t allow simultaneous data and woice sharing (CDMA), you must
connect to the Internet from a WiFi network to dial in using the same device you use to join the session;
otherwise, you'll be disconnected from GoToMeeting. If you aren't connected to the Internet through WiFi,
you must use your device’s mic and speakers (VolP) or dial in with a different device to connect to audio.

GoToWebinar App for iOS FAQs

Review frequently asked questions on GoToMeeting App for iOS.

What are the system requirements for using the GoToWebinarapp for iOS?

Please see System Requirements for details.

Are there any additional fees for using the GoToWebinarapp?

Nope, the app is free, and there's no charge for attending GoToMeeting, GoToWebinar or GoToTraining
sessions. But you may be responsible for any long-distance charges associated with dialing in to
sessions by phone or any data charges that may be incurred.

Can | host a GoToMeeting or GoToWebinar session from my iPad, iPhone or iPod
Touch? Can | show my screen if I'm given presenter controls?

Yes, you can log in and host a meeting from an iPad, iPhone and iPod touch with the GoToMeeting app.
Organizers can schedule meetings, start previously scheduled meetings and even launch instant
meetings from the My Meetings screen. Only iPad presenters can share content on-screen. At this time,
you can't host a GoToWebinar session from an iOS device.
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Can | schedule meetings from the GoToMeeting app for i0OS?

Yes, you can schedule meetings from the GoToMeeting app for iOS. You can invite attendees tothese
meetings, edit the audio and create a meeting password from the GoToMeeting app. Also, you can delete
meetings from the My Meetings screen.

Can | join a GoToWebinar session as a panelist?

No, you can't join a session as a panelist on an iPad, iPhone or iPod Touch.

Can I record a session from my iOS device?

No, you can't currently record sessions from an iOS device.

Can | be made presenter during a webinar on an iPad?

No, not at this time.

How does attending a GoToMeeting or GoToWebinar session on an iPad, iPhone
or iPod Touch compare with the experience on a Windows or Mac?

Just as on a Windows or Mac, you can view the presenter's screen, see who's attending and who's
talking. However, some organizer features are not yet available on the iPad, iPhone and iPod Touch.

Unsupported features for GoToWebinar on iOS:

Drawing tools

Presenter controls

Keyboard and mouse controls
Start sessions

Schedule sessions

Unsupported features for GoToMeeting for iOS:

e Keyboard and mouse controls of the presenter's desktop

How can | change the view or zoom into the presenter's screen?

You can view the presenter's screen in both portrait and landscape mode. You can also double-tap
anywhere on the GoToMeeting Viewer to change the display to Fill Screen mode. Double-tap a second
time to zoom in to 100% mode. Double-tap a third time to return to the default view — Entire Screen mode.
You can also pinch or expand with 2 fingers, and pan to different parts of the presenter's screen by
dragging 1 finger across the GoToMeeting Viewer.

Can | chat with other meeting participants? Can | ask questions during a
webinar?

During a meeting or training, you can tap Chat in the toolbar to instantly send and receive messages to

ewveryone in the meeting, to only the organizer(s) or to individual attendees. You can toggle between
meeting participant names in the Attendee List to read and send messages.
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During a webinar, you can tap Questions in the toolbar to send questions to the organizer. You can also
view other attendees' questions and answers if the organizer sends the response to everyone in the
webinar.

Can I connectto audio from the GoToWebinar app?

If the organizer provides both mic and speakers (VolP) and conference call numbers as audio options,
you'll automatically connect to VolP ower your iPad, iPhone or iPod Touch’s Internet connection (WiFi or
3G) once you join. The audio quality depends on the quality and bandwidth available on your WiFi or 3G
network (WiFi recommended).

You can dial in by telephone on your iPad, tap the Settings icon > Audio Settings > Telephone to
access the conference call information.If you want to dial in on your iPhone, tap the Settings icon >
Meeting Information > Phone Number link to automatically connect to audio. With a single tap of a U.S.
telephone number, the conference call number, access code and Audio PIN are automatically dialed.

If you have an iPhone 4 or 4S on a network that does not allow simultaneous wice and data sharing
(CDMA), you won't be able to connect to GoToMeeting and dial in on your iPhone at the same time. To
connect to audio, you should use your iPhone’s Internet connection (WiFi or 3G) or dial in with a different
device.

Why can't | switch from Telephoneto Mic & Speakers (VolP)?

Once you dial in to the audio conference by telephone, Mic and Speakers (VolP) becomes disabled for
the remainder of the session. If you want to switch back to VolP, you will need to leave the session and
rejoin.

Why can't | connect toGoToWebinar and dial in by telephone on my iPhone?

If you have an iPhone on a network that does not allow simultaneous wice and data sharing (CDMA),
you won't be able to connect to GoToMeeting and dial in on your iPhone at the same time. To connect to
audio, you should use your iPhone's built-in mic and speakers (VolIP) or dial in with a different device.

If the organizer only provides a conference call number as the audio option and you try to dial in to the
audio conference from a CDMA network without having a WiFi connection, you'll see a notification saying
that your device does not support simultaneous wice and data sharing. Once you tap the Dial button on
the notification, you won't be able to see the presenter's screen.

What audio options does the GoToWebinarapp support?

iPad, iPhone or iPod Touch's built-in mic and speakers (VolP)

iPad, iPhone or iPod Touch's built-in mic along with external headphones connected via the 3.5-
mm stereo headphone jack

Headset connected \via the 3.5-mm stereo headphone jack

Bluetooth Hands Free devices

For optimal audio quality, we recommend using a headset.

Can | join HDFaces meetings and webinars from an iPad and view webcams?

Yes, you can join HDFaces meetings and webinars and view webcams from an iPad. You can share your

own webcam in a meeting from an iPad 2 or newer, but you cannot yet share your own webcam in a
webinar.
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