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Getting Started

Welcome

GoToMeeting is designed to make it easy for everyone to organize and participate in online meetings,
thus eliminating the need to travel and allowing you to be more efficient and productive with your time.

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

GoToMeeting with HDFaces features the innovative new Citrix Multistream HD technology, which enables
all participants to view up to 6 high-resolution video conferencing streams in a high-definition session.
Participants can also view video and the presenter's shared desktop in the same screen for the most
natural virtual meeting experience yet.

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

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

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

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

Meet Meet i_ (N
Anytime  Anywhere |

2
E

e
. @

Meet
One-to-One

Meet
with Many

Meet Get More
Securely Done
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Using This Guide

Guide Structure

This guide is divided into several sections:

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

Install GoToMeeting - covers information on creating an organizer account, installing
GoToMeeting, managing your GoToMeeting Preferences, and GoToMeeting integration.
Organize Meetings - describes how GoToMeeting organizers can schedule, view, edit and cancel
meetings.

GoToMeeting Integrated Audio - explains phone conferencing, VolP, hardware setup
recommendations and audio best practices.

HDFaces video conferencing - describes how to share up to 6 high-resolution video conferencing
streams while viewing the presenter’s screen.

Start Meetings - describes the multiple ways an organizer can begin a meeting.

Presenter Controls - provides GoToMeeting presenters with explanations about features
available during a meeting, such as attendee management, audio, chat and drawing tools.
Record Meetings - explains how to record, play back and distribute meetings.

Attend Meetings - explains how any GoToMeeting attendee can join a meeting and use attendee
features.

The GoToMeeting Web Site - provides GoToMeeting organizers instructions for accessing and
using the GoToMeeting Organizer website.

Individual and Corporate Plan Users

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

Feature Notes

GoToMeeting organizers on both individual and corporate plans may invite up to 25 attendees per
meeting, for a total of 26 people in each meeting.

© 2013 Citrix Online, LLC. All rights reserved. 2
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System Requirements

Please check to see that you meet the minimum system requirements and that you have the equipment
you need before downloading the latest version of GoToMeeting.

What are the system requirements for running GoToMeeting?

Windows

Operating system

Windows 2003 Server
Windows XP

Windows Vista

Windows 7
Windows 8
Processor 2.4GHz or more
RAM 2GB or more
Internet DSL or better
Bandwidth 700Kbps or more for simultaneous screen sharing, video and audio conferencing
Browser Internet Explorer® 7.0 or newer
Mozilla® Firefox® 4.0 or newer
Google Chrome™ 5.0 or newer
Mac

Operating system

Mac OS® X 10.6 (Snow Leopard®)
Mac OS® X 10.7 (Lion®)
Mac OS® X 10.8 (Mountain Lion®)

Processor 2.4GHz Intel processor (Core 2 Duo)

RAM 1GB

Internet DSL or better

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

Safari® 3.0 or newer
Mozilla® Firefox® 4.0 or newer

Google Chrome™ 5.0 or newer

© 2013 Citrix Online,
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I0S
Device iPad® 1 or newer
iPhone® 3GS or newer
iPod® Touch (3rd generation) or newer
Operating system iOS 5 or newer
Internet WiFi recommended for VoIP
Additional software Free GoToMeeting App from the App Store
Android
Operating system Android 2.2 or higher
Processor 1Ghz CPU or higher recommended
Internet WiFi recommended for VoIP
Additional software Free GoToMeeting App from the Google Play Store

Windows 8 and Windows RT

Operating system Windows 8 or Windows RT

Processor x86, x64 or ARM

Internet WiFi recommended for VoIP

Additional software Free GoToMeeting App from the Windows Store. Organizer must be
on GoToMeeting v5.0, build 799 or higher

What equipment do | need to use GoToMeeting?
All you need to start using GoToMeeting are the following:

Windows or Mac computer

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

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

© 2013 Citrix Online, LLC. All rights reserved.
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Forgot Your Password

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

Forgot your password?

1. Go to the Forgot Your Password? page.

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

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

Forgot Your Password?

Enter Your Emall Address

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

© 2013 Citrix Online, LLC. All rights reserved. 5
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Terms

Review a list of commonly used GoToMeeting terms.

Organizer - An organizer has a GoToMeeting account that enables him or her to schedule and
host meetings. The organizer can also grant and revoke attendee privileges, such as passing the
presenter role, sharing keyboard and mouse, inviting attendees and dismissing others.

Attendee - An attendee is any person who attends a meeting, including organizers and
presenters. By default, attendees can view the presenter's screen. An attendee may remotely
control the presenter's computer screen if given the privilege. An attendee may optionally chat with
other attendees, use Drawing Tools or view the Attendee List.

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

GoToMeeting Website - The website www.gotomeeting.com is where organizers manage their
accounts and host meetings and also where attendees join meetings.

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

Icon | Description

GoToMeeting is in Session - & meeting is in progress.

GoToMesting is Starting/Stopping - The application is starting up or shutting dowr.
When this icon is showing, the user will not have any menw options

GoToMeeting is Connecting - The application is attempting to establish a connection
EB with the server, This icon is animated to ook like itis *filling up®, \While connecting,
the user has a very limited set of menu options (Help, About, Exit).

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

% GoToMesting is Offline - & connection has been made, but there is some temporary
network difficulty, The user will still hawve all menu options available,

% GoToMesting is Mot Connected - A connection could not be established, The user has
a very limited set of menu options (Help, About, Exit),

GoToMeeting Suite Icon - Mac users can access organizer features by double-clicking on the
GoToMeeting Suite icon on their desktop.

Account Password - An account password is what organizers use to log in to the GoToMeeting
website. It must contain at least eight characters and include both letters and numbers.

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

Viewer - The Viewer is the window displayed on the attendees' computers in which the presenter's
desktop or shared application appears. The Viewer window has its own title and menu bars.
Presenter's Windows Image - The presenter's Windows image is the picture of the presenter's
Windows desktop or shared application that appears to attendees in the Viewer window.
Published Application - An application that is pushed to a client Windows by Citrix Presentation
Server.
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Product Features

GoToMeeting® User Guide

Review a list of the most popular GoToMeeting features.

Intuitive User Interface

Start and join meetings in seconds without training using easy-to-understand
controls.

Specific Application
Sharing*

Windows-based presenters only. Display only one application, so the entire
desktop does not have to be shown and interruptions will not occur by
distracting pop-ups from instant messages or email.

Screen Clean*

Windows-based presenters only. Instantly hide desktop icons, wallpaper
background and toolbars, so attendees won't be distracted by them.

GoToMeeting Integrated
Audio

Offer choice of audio service between phone conferencing and Voice over
Internet Protocol (VolP) options for you and your attendees; you can allow
both options to be used in the same meeting.

HDFaces Video
Conferencing

You and your meeting participants can collaborate by broadcasting up to 6
high-resolution video conferencing streams while sharing your screen.

Mac Support

Organize, present and attend meetings from a Mac.

Share Keyboard and
Mouse Control

Securely collaborate on documents in real time.

Instantly Change
Presenters

Enable any participant to present to the entire group.

Desktop Recording and
Meeting Playback

Record and play back meeting sessions to review meetings or send copies
to absent colleagues or customers.

Chat Window

Chat online with any participant in the meeting.

Drawing Tools - Pen,
Highlighter, Arrow,
Spotlight

Draw, highlight and point to items of interest right on the screen. Presenters
can use the spotlight and erase all markings on the screen.

Multiple Monitor Support

Integrate GoToMeeting with multiple monitor systems, so users can use one
for Screen Sharing and the other for different tasks or share all of their
screens.

Transparent Control
Panel

Keep Control Panel open on the screen while screen sharing and chatting.

Integration*

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

Attendee Authority

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

Reporting

Get detailed reports for trend analysis and ROI validation.

True 24-Bit Color

Share presentations, graphics, pictures and applications with all meeting
attendees in true 24-bit color.

Features marked with an asterisk (*) are not currently available for Mac users.
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GoToMeeting Administrator

As your company’s GoToMeeting corporate administrator, you are responsible for setting up and
managing your GoToMeeting corporate organizers. The Administration Center is efficient and easy to
use, and it will help you set up organizers, manage organizer accounts, report meeting and webinar
activity and maintain your company’s GoToMeeting corporate account.

Log In

To access the Administration Center, you need to log in to the site. For your convenience, administration
of GoToMeeting and GoToWebinar is accessed from a single Administration Center, provided your
account is enabled with GoToWebinar.

To log in:

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

2. Enter your email address and password, and click Log In.

3. On the Account Selection page, select the Administrator option. The Organizer option will not
appear unless you have registered yourself as an organizer.

Fiease seiect the GoToMesting Crganizer J | Adminstrator
Corporate account you want (o .
ACCESS

Manage Groups

The administrator can manage groups using GoToMeeting to categorize organizers by department or job
function, or by any other category.

The Manage Groups feature enables you to create 3 levels of groups:

e Your account (primary domain)
e Groups
e Subgroups

Organizers can belong to the account or to either a group or subgroup.

Note: You can learn and understand more about the Manage Groups feature in the GoT oMeeting Administration Guide.

Administration Tools

The Administration Tools feature enables you to invite and manage company administrators and
managers. From the Admin Tools page, you can view a status list of your account’s existing or invited
administrators and managers.

Note: You can learn and understand more about the Administrator Tools feature in the GoT oMeeting Administration Guide.
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Manage Organizers

Administrators can sign up new organizers, view an organizer’s account status, suspend or delete an
organizer’s account, configure organizer settings and access an organizer’s account record.

Note: You can learn and understand more about the Manage Groups feature in the GoT oMeeting Administration Guide.

Active Sessions

The Active Sessions feature enables you to monitor the status of all active organizer’'s meetings and
webinars. You can also end an organizer’s active meeting at any time by clicking End in the “In Session”
column on the Active Sessions page.

Organizer = Group Tpe Attendeas Started In_Ses5i00

Jason W XYL Company Meating 2 .30 PM 10 min | Endg

Note: You can learn and understand more about the Manage Groups feature in the GoT oMeeting Administration Guide.

Generate Reports

Administrators and managers can get summary and detailed information for groups, managers and
organizers that include webinar and training information. Managers are limited to reporting on their
assigned groups. The reports that can be generated are as follows:

Snapshot Report

Organizers Performance Report
Scheduled Meetings Report
Attendance History Report
Meeting History Report
Scheduled Webinar Report
Webinar Attendee Report
Recorded Webinars Report

Data on reports is made available online for 90 days from the date of meeting or webinar’s scheduled end
date. We strongly recommend that you run reports on a quarterly basis.

Note: You can learn and understand more about the Manage Groups feature in the GoT oMeeting Administration Guide.
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Release Notes

What's New in 6.0 — November 15, 2013

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

Ability to install the GoToMeeting Codec at the end of session

Quicker launch into session

New feedback survey

Ability to switch from a Web Viewer session to a regular session without re-entering log in
credentials

Clickable meetings in the My Meetings dialog box

Less information required to enter a session

Fixed an issue where GoToMeeting users sometimes saw a spinner in the Webcam pane

Fixed an issue where Mac users would experience crashes

Fixed an issue where GoToMeeting organizers on a Windows Surface Pro tablet could not share
their screen

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

Fixed an issue that caused screen sharing lags

Fixed an issue that caused Mac crashes when leaving trainings
Fixed an issue with starting webcams

Other various bug fixes and improvements

What's New in v5.8 — July 12, 2013

o Ability to automatically install upgrades
¢ Fixed issues that caused various in-session crashes
¢ Fixed an issue that prevented some organizers from starting meetings or webinars
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Install GoToMeeting

Before you can schedule or start a meeting for the first time, you must create a GoToMeeting account
and download the GoToMeeting software. It generally takes less than 2 minutes to set up a GoToMeeting
account.

Create Your Organizer Account - Individual Organizers
Personal plan users need to sign up for service.

P To create your account

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

On the Create Your Account page, enter your information and click Continue.
Enter your password and click Continue.

If required, enter credit card and billing information and click Get Free Trial.
On the GoToMeeting Software page, click the Install Our Software button.
If prompted, click Yes, Grant (or Trust on a Mac) to accept the download.

oukrwNE

Create Your Organizer Account - Corporate Plan

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

P To create your Corporate Plan organizer account

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

In the email, click the activation link to create your organizer account.

On the Create Account page, enter your information and click Create Account.

On the Download GoToMeeting page, click the Download button.

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

arwN
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Install GoToMeeting

To start a session, the GoToMeeting desktop application must first be installed onto your computer. When
you start a session, GoToMeeting automatically begins downloading if Java is enabled on your Windows
computer. Your attendees download the same version of GoToMeeting as you each time they join a
session.

Download the GoToMeeting software

e Start GoToMeeting
e Join Meeting

Download the GoToMeeting app for Android or iOS

e Download the GoToMeeting app for Android
e Download the GoToMeeting app for iOS
e Download the GoToMeeting App for Windows 8 and Windows RT

Having trouble downloading GoToMeeting?

For instructions on how to install the software on Macs, see Download GoToMeeting on Macs.

Can't join a session?

If you're still having problems, see on Windows.
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Automatic Upgrades (Windows only)

You can easily install the latest version of GoToMeeting, GoToWebinar and GoToTraining whenever an
update is available using the automatic updates feature. You won't be prompted to install the latest
version — you’ll simply get upgraded seamlessly when you'’re not in session. By default on Windows, the

automatic updates feature is enabled if you're logged in to the application and have the “Remember me
on this computer” option selected.

Enable or disable automatic updates

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

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

2. Select the “Ask me to install updates” option to turn off automatic updates, or select the
“Automatically install updates” option to re-enable it (if you've previously disable the feature).

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

@ Preferences - GoToMesting £3
Category StartUp
StartUo |
General Start
Meetings
Webinars @ Automatically after I login to Windows
Trainings
Recording ) Manually
Integrations
Connection .
Audia Legin
Webcar [¥] Remember me on this computer

Email jamesbyrce @gmail.com

Password sssssses

[¥]5haw me desktop notifications
[¥]Remind me of upcoming Meetings.
[~ Perindically synchronize reminders with My Meetings.

Automatic Updates
@ Automatically install updates (recommended)
() Ask me to install updates

Visit our website to learn about our latest updates

ok | | Ccaneel
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Upgrade to GoToMeeting with HDFaces

GoToMeeting, GoToWebinar and GoToTraining organizers can now upgrade their individual seat and
begin using GoToMeeting with HDFaces by logging in to www.gotomeeting.com or visiting the
GoToMeeting with HDFaces upgrade page.

Note: If you are an organizer on a corporate plan and cannot self-upgrade, please contact your GoT oMeeting administrator.
To upgrade your account, follow these 4 steps:

P To upgrade to GoToMeeting with HDFaces
1. Visit the GoToMeeting with HDFaces upgrade page.

2. Log in to your existing GoToMeeting account, and click the Upgrade button.

Meet the New
GoToMeeting with HDFaces ™

———
]
By
ot

L |

o 4

IR OF o bl gy CalvL e '
e,
Give a personal touch to your meetings!

Ready for your free upgrade to the latest version of GoTokleeting - now with

HDFaces™ wvided conferencing? Log innow 1o get staned and recee
doariaad msruchons

Upgrade now by logong in 1o your exesing Go Tolke {oa N )

Lol Tost N R T

Advaniges:

» HDF3ces B nduded with GoTolbeahng 51 e s 0ol

+ Share up to § webcam sireama and pout desiop soeen for Bde-lo-face colabocation

+ M pou'nped i the inbareed 3nd 5 webcam o hawe o tele crasonce-quakly sEpenisnce
Tpke This will be @ permurens changps d0 pras scooamnt

3. Review the list of new features, and click the Upgrade Account button to upgrade your account
to GoToMeeting with HDFaces.
Note: Once you click the Upgrade Account button, you cannot self-downgrade to your previous version of GoT oMeeting.

Note: If you are a GoToMeeting Web Viewer Beta user and upgrade to GoToMeeting with HDFaces, you will lose web-
viewer functionality. If you want to return to the Web Viewer Beta, you can opt in again via
http://www.gotomeeting.com/webviewer/beta or call Global Customer Support.
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GoToMeeting HDFaces™ Upgrade

Thank you for your interest in upgrading your account!
New HDOFaces ™ Featurss:

+ Share your wabtam videa with up to 15 atlendeas

= Shaw up to & aflandes wabcams ina session

= Presentvideo and deskdop content fogether for 3 more engaging presentalion
= Connect with customers. employees and partners on a more personal level

» Experignce high-defniton video confaréncing

+ LIge sasy controls bo stat video conferencing in seconds

Are you ready to upgrade your account now?

U];Jgrd-é Account

*Note; This will be & permanent change o your account

GoToMeeting® User Guide

4. Click the Download button to install the new version of GoToMeeting with HDFaces.

Note: If you have GoToMeeting installed on multiple computers, the new version of GoToMeeting will be installed once a

GoToMeeting session is hosted from those computers.

GoToMeeting HDFaces™ Upgrade

@ You have successfully upgraded your account. Next, you need to download

the new software so it will be ready for your next meeting

Downloading the Software

Are you al the machine you want to use GoToMeeting on? If 50, click the Download button
now. (You'll need to do this on any computer you want to use the new version of

GoToMesting on.)

If you aren't at ine machine where you want 1o host your next meeting, this step can wail

Otherwise, you will be prompled to download the latest version of GoToMeeting the next time

you host 3 meeting

® For 247 suppon, contad! Global Cuslomar Supbod

Congratulations - GoToMeeting has been upgraded!

© 2013 Citrix Online, LLC. All rights reserved.
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The GoToMeeting Application

To access GoToMeeting functions directly from your desktop, right-click the daisy icon @ in your system
tray and select the desired function.

e Meet Now: Enables you to immediately start impromptu -
meetings without negding to enter mee{ing information. % GoToMeets ”g®

e Schedule a Meeting: Enables you to schedule meetings. Meet Now...

e My Meetings: Provides access to your scheduled meetings Schedule a Meeting...
and the lets you add, edit or delete scheduled meetings. My Meetings...

e Join: Enables you to join meetings already in progress. o

e Help: Launches online help.

e Preferences: Provides access to user preferences. Help

e About: Provides GoToMeeting software version information. Freferences. ..

e Exit: Closes the GoToMeeting application. ahauk, .

Note: If your account includes GoT oW ebinar, additional menu options will appear. =T

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

B CoToMeeting Suite

GOTO MEEt lﬂg Euv Online Meetings - Anytime, Anywhere \

[ Meet Now ) [ Schedule Meoting | { My Meetings

GﬂTﬂW@biﬂar - Web Events Made Easy
| ———

{ loin { webinar Now ) [ Schedube Webinar | ([ My Webinars )
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Preferences for Windows Users

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

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

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

i Preferences - GoToMeeling

Start Up Preferences

Cabeyey Start Lip
The Start Up category lets you determine
how you start GoToMeeting. '.’.':“J,'.:* B Automaticahy after 1iog s to Windows
st B 2 Marusily
e Automatically after I log in to i’:}"”‘
Windows - This option starts o
GoToMeeting automatically after you o
log in to your PC. o
e Manually - This option sets i
GoToMeeting to start only when you
launch the application from your (] me of upcoming mestrgs and Webises
Programs menu. e

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

¢ Show me desktop notifications -
Desktop Notifications is a free
GoToMeeting feature designed to
deliver simple and effortless access
to complimentary Citrix Online
software upgrades, information, news
and discounts individual users may be eligible for.

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

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

— | L
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General Preferences

The General category lets you set your
general GoToMeeting preferences.

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

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

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

Meetings Preferences

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

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

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

e Enable or disable various system
messages that appear to you when
specific meeting actions occur.

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

Note: If you disable the Chat Bubbles option, a new

message icon will still appear on the Grab Tab to notify
you of new chat messages as they are received.

GoToMeeting® User Guide

i Preferences - GoloMeeting

Catwgory e A
St L
EETR— | e o e
Mestrgs .
H ‘ '-1'!0' | s & Wabaruy
Racording ] lows Citrix Oline bo stone ol data needed for reporting
Iréegr stices
©orrec e, By Taee Hrass bo the sl mochane
. =
=l That Logs
Sarvm i
Hil | [roeme

Secury

] Sop sreen sharing After  Hmwnaies W F i s Adeesivenl

Sessan 1denkit
] mmesmitser vy mosres s sl 5 it would Ao in the atherdes st
Tiame

Emal

| [ cancel

i Preferences - GoTeMeeting

Gerersl Shatass T arpieds

Whaen [ host g mesting, start cut allowing sttendees to

[ |
Ity wkions ] Vieww b AbTenoes List
ST Fchat

[l'steen sitteradees arive, shovs them this dhat message:

bcwva o
[Clichak buutables

1o Arrrenll e b TLER o

[¥IPrasenter change messages

Il et | mouse controle chafgs mesiages
(o] Canenizes promobion messapes:

[l usage tos

My initarface ooler

Select Color -
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Recording Preferences

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

i Preferences

GoToMeeting® User Guide

GaToMeeting

Record a Meeting for more information. segery Recerdng
St Up
. e Bk
e Audio - Allows you to enable or Restngs o ———
disable recording the audio portion of Thagy s tian CaTuoaking Al Sarvice
your meeting. To record, choose e Reserds everyans who spesks (via microphane o telephone)
which audio service you have ottt
scheduled to use for your meeting vous, i pihone patch devce vall record everyore .rm x\-a;sr _
. g Bl
(see the following table). =
e Video - Allows you to select the
meeting recording output format and e Al ey Y Gty s s aby
destination for saving the file. Winckanss Mecka Plaver 5.0r above, Nor-0ToMesting users must
iratall & vide codec First bo vew
Note: Be sure to check your audio device settings ™) Carmart ko Windhowes Machs Plasres il
under Audio in the left menu. Fraqueres sifiongl pricessng -m: revondeg, but sl
aryone o v LEng Wirsiors er B o abren withoutt
Note: Mac users can only view meetings recorded in addtaial sheps R—
the Windows Media Player format. g
SEE
e Save in - Select the folder in which " [ e |
you want to save your recording.
= ] Corxed |

Using GoToMeeting

Integrated Audio Using Your Own Audio Service

Records all unmuted
speakers in the
meeting.

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

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

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

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

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

Integration Preferences

The Integrations category lets you determine where to display GoToMeeting integrations. Options
include:
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Preferences for Mac Users

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

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

Note: Preference options outlined in this guide are specific to GoToMeeting. If your account includes GoToWebinar, additional

preference options will appear. For more information on GoToW ebinar preference options, please refer to the Getting Started
section of the GoToWebinar help file.

F.Ye"e Preferences - GoToMeeting

rStartum Ceneral Meetings  Integration Connection

Lag in
— 1
" Remember me on this computer

E-mail Address

Password

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

¢ "Remember me on this computer" - This check box enables automatic login to GoToMeeting.
General Preferences
The General tab lets you set your general GoToMeeting preferences.

e Session Identity - Remember your name and email as displayed in the Attendee List.

Meeting Preferences

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

¢ 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.

Integrations Preferences
The Integrations tab lets you determine where to display GoToMeeting integrations.

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

Connection Preferences

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

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

The GoToMeeting Outlook toolbar provides

Windows-based users quick and easy access to e
GoToMeeting functions right from Microsoft Outlook. g8 | GoToMeeting ~| a3 Meet Now (D Schedule Meeting |
It includes the Meet Now and Schedule Meeting - F

Add-Ins i

- v ’ A my Hosta Meeting...
buttons, in addition to links to Host a Meeting and Join 5 Meeti
Join a Meeting and access to the My Meetings, Help %a -0inaWeelng..
and About pages. {5 My Meetings...
Help
. About
The GoToMeeting Outlook bar can be added or

removed from the Preferences menu.

Integration with Microsoft Outlook is currently unavailable on the Mac.

P To add the Outlook Toolbar

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

2. Onthe Integrations tab select Outlook and any other applications you would like integrated with
GoToMeeting.

3. Click OK.

Outlook may need to be shut down and restarted for the GoToMeeting Outlook bar to appear.

& Preferences - GoToMesting

Cabteaoery Enbegrations

t
;':‘,.If w0 Tolestanag rkegrabon:
Hentrgs 1

: [] Use GaToMestirg vath /

e R
Cerrmction
B gk ) My def st el sppbe stion

[=] Sheom GaToMasting Tooksr i Merosoftl Office
[#] Mhcrosalt Woad
[ Microsodt Excel
(] Mumosoft PowserPoint

| S Bautton in mestenger applcations

0ono

[ ] [ coma |

Note: Outlook integration requires Microsoft Outlook 2002 or later. Organizers using the Outlook published by Citrix Presentation
Server may need to manually add the Outlook toolbar from the Outlook tools menu. For more details, see the Set Up GoToMeeting
for Use with Citrix Presentation Server section of this guide.
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Integrate GoToMeeting with Microsoft Lync
Organizers can use GoToMeeting's integration with Microsoft Lync 2010 (formerly Microsoft Office

Communicator) to initiate a Meet Now session and invite any contacts to join directly within Lync.

Start a Meet Now from Lync (Windows only)

1. Once you've installed the latest version of GoToMeeting, open Microsoft Lync 2010. You don't
have to set up any preferences to integrate GoToMeeting with Lync — it's done automatically.

2. Find your Lync contacts and right-click the Call drop-down menu next to the person you'd like to
invite to join an instant meeting.

3. Then select GoToMeeting.

| k| Mecresoft Lyne N

| Stove @ -

Shurley - Bway 15 o L= Cain -
Send an [rtant Message

il ¥

Ltert A Yiges Call

Share ¥

Send am Email Mewsage

= GoToblesting

Copy Cir=L

1 Pinte Frequent Contacts

Move Contact To (]
- #emone Fom Go Dpsta
l:‘: - = Call tarwarding is off & hic el o st
Bemione from Cortects List Sru® - Dhpiete
Ing far Siatia Change Alerts
Chapge Privacy Relatwrshep ]
fiew Cortact Card Alt=Enter
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GoToMeeting should automatically launch and an instant message with the meeting information

will be sent to the invitee.

o Shirley Chiu
4| Shirley = Away 25 mins

™ Call = Vidgeas = Share=

ol@l®

Meeting IC: 107-283-400

GoToMeeting ®
Online M:ngﬁ- Made Eus:,-'&

GoToMeeting app-

Mot at your :umpul:er? Chick the hnk I:l;r_p;un this m:—:hng
from your iPhone®, iPad® or Android & device via the
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GoToMeeting Messenger Button

The GoToMeeting Messenger button provides convenient access to starting an impromptu meeting right
from the Messenger application.

Note: Please see the Software Requirements section to check what instant-messaging products and versions are supported.

Instant-messaging applications may need to be shut down and restarted for the GoToMeeting Messenger button to appear. The
GoToMeeting Messenger button can be added or removed from the Preferences Integrations category.

=10l %]
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Add a GoToMeeting Corporate "Meet Now" Button to Your Website

As a GoToMeeting corporate account administrator, you can embed a GoToMeeting Meet Now button to
your website so that attendees can easily join a scheduled or impromptu meeting. To add any of the Meet
Now buttons to your website, copy one of the HTML codes below and paste it into the source code of the
page where you'd like to embed the button.

P To schedule a meeting using the Meet Now button

1. Schedule a meeting set for a future date or start an impromptu meeting.

2. Instruct your attendees to visit your website and click the Meet Now button to join the meeting.
They can also join the meeting by clicking the Join URL in the GoToMeeting invitation email.

3. If your attendees click on of the Meet Now buttons without the Meeting ID field, they are
directed to www.gotomeeting.com/join where they are prompted to enter the Meeting ID (the 9-digit
number provided by the meeting organizer). Once they enter the Meeting ID and click Join a
Meeting, they will be launched into session!

If your attendees are provided with the option to enter the Meeting ID above the Meet Now button
on your website, once they enter the Meeting ID, they will be seamlessly launched into session!

Large Gray Button

. Meet Now .
| cuckhee

b5 GoToMeeting

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

Small White Button

Meet Now
CLICK HERE
GoToMeeting

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

Gray Button with Meeting ID Field

© 2013 Citrix Online, LLC. All rights reserved. 26


https://www.gotomeeting.com/join

GoToMeeting® User Guide

Gray Button with Meeting ID Field

Meet Now
CLICK HERE

@:E"m“'_i :

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

White Button with Meeting ID Field

Enter Meeting ID

]

Meet Now
CLICK HERE

81 GoToMeeting

<script
src="http://www.citrixonlinecdn.com/dtsimages/im/support/en/meetNowW js"
language="javascript" type="text/javascript"></script>
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Set Up GoToMeeting for Use with Citrix Presentation Server

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

4 Client Setup - GoToMeeting ; L x|

It has been detected that you are running GoToMeeting in a Cirix Presentation Seryver
anyironment.

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

I Disable local emal integration]

If your primary email application is executed on a remote server, local emal inbegration
should be Eurned off. It is recommended that you start and scheduls meetings using the
GaToMeeting integrated toolbar or meny in your published email application,

¥ Perindically synchronize reminders with "By Mestings®

Meetings scheduled from the published email application are synchronized periodically with
voiir Incal GoTaMesting installabion so that vou can be more effectively reminded of

Continue

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

Recommended settings for the Start Up category:

e Check the "Remind me of upcoming meetings" check box - This check box becomes available if
you select Automatically log in to GoToMeeting and will provide you with reminders for your
scheduled meetings.

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

Recommended settings for the Integrations tab:

1. Select your desired integration from the list of GoToMeeting integrations
2. Click the Advanced button and confirm that the application listed in the Application Name section
is the same as your selection from the GoToMeeting Integrations list.
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.
B Preferences - GoToMeeting/GoToWebinar E
Categary Integrations
Stat Up
Ganeral GoTotecting inkegrations
Eﬁ,’;‘fﬁq [#] use GaTaMeeting with
— ) Microsofo® OutlookiE
Cennectin () IBME Lotus Motesi®
L (a]o{¥ -] 7
Iy default emal application
e Ty
Toolbar Advanced - GoToMeeting .ﬁ

¥ Use the application From a Citrix Presentation Server

Server Address |1¢| 3.137.5

Application Name | Sutiock

| O | Cancel

P To configure GoToMeeting preferences
1. Right-click the GoToMeeting system tray icon and select Preferences,
-or-
When in a meeting, select Preferences from the Tools menu in the Control Panel.
Select the appropriate category for the set of preferences you want to customize.

2.
3. Select your preferences.
4. Click OK.

Displaying the GoToMeeting Toolbar in Published Outlook

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

P To activate the Outlook toolbar if it does not automatically display
1. Open Outlook.

2. Select Customize from the Tools menu.

Tools k_&ctnrrs Help
(L] AddressBock... Cirl+Shift+B
[#1 Rules and Alerts, .
Gk of Office Assistant. .,
Mailbox Ceanup. ..
{5l  Empy "Deleted Items" Folder

Ty, |

¥
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3. Click to check the box next to GoToMeeting.

Customize 7 x|
Taokars | Commands | Qntlmsf
Toobars:
Advanced
¥ Menu Bar Hemame
¥ web
[ GaTaMeeting Delers
Reset...

Clase

4. The Outlook toolbar will appear in your published Outlook on the Citrix Presentation Server.

SB GoToMesting = || &5 Mest Mow (5 Scheduls Meeting ﬁ
a5, Host a Mesting...
a5 Joina Meeting...
{E—} My Meetings. ..

Help

About

Note: You may need to restart Outlook for the toolbar to appear.

Removing the Outlook Toolbar in Published Outlook

P To remove the Outlook toolbar

1. Open Outlook.
2. Select Customize from the Tools menu.
3. Deselect GoToMeeting from the list of toolbars.

For more information about using GoToMeeting with Presentation Server, refer to GoToMeeting for Citrix
Presentation Server FAQs.
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Organize Meetings

With a GoToMeeting account, organizers can schedule and host meetings and grant and revoke attendee
privileges

Organizer Role Overview

e Create your account and download the GoToMeeting software on your computers so you can
schedule or conduct meetings.

e Be present at the start of any meeting as the meeting host.

e Create scheduled meetings or start impromptu meetings.

¢ Invite attendees via phone, email or instant message.

e Start meetings from the daisy icon &8 in the Windows system tray, the Mac GoToMeeting Suite
icon, the GoToMeeting website, the GoToMeeting Outlook bar or the GoToMeeting Messenger
button.

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

As a GoToMeeting organizer you can quickly schedule meetings in advance or start an impromptu
meeting directly from your desktop. Once a meeting is scheduled, you can host as many meetings as you
like with the existing meeting information no matter when it is scheduled. If you wish to save that meeting
information for future meetings then select the Recurring meeting option.

Schedule a Meeting from Your Desktop
P To schedule a meeting from your desktop

1. Right-click the daisy icon @ in the system tray on a Windowsor double-click the GoToMeeting
Suite icon on a Mac and select Schedule a Meeting.

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

3. On the Schedule a Meeting window, enter:

e Subject - Enter the title of your meeting. # Schedule a Meeting - GoToMeeting ]
o When will this meeting take place? - i i
Select the date and start time. Subject  Mew Meeting
e Recurring meeting - Check this box to When will his mesting bake place?
reuse the same meeting information for o —— —.
future meetings.
e Audio - Select the GoToMeeting Start Z0OPM 3| B 300FM [T Locd Ties Jone
integrated audio or use your own. N
e Provide VoIP only (requires
microphone and speakers) - All P
attendees join the audio portion via the o |Pravide aude information
Internet with built-in VoIP (Voice over @ Lise GoTobeeting integrated audio
Internet Protocol). Pravide YolP oy {reqres microphne and sposkers]

e Provide a conference call number only ' Proveei.p.cenfyisTor. spl e 2ol
- All attendees join the audio portion
through the telephone.

e Provide both - Allows all attendees to
join the audio portion through the
telephone or VolP. Attendees joining
through VolP must have speakers to hear

Provide both
Inchude additonal loca toll rumbers (St couniriss)

Pravide your own conference cal information

the meeting and a microphone if you e

would like them to speak. Attendees can Require meeting password

switch between these audio options

during a meeting. ey Mzedngs [ schedue

Note: If you are using the GoToMeeting Integrated
Audio, you can provide toll numbers for multiple countries. Please see Schedule an International Meeting for more
information.

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

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

4. Click the Schedule button when complete.
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You will receive notification that your meeting has been scheduled. If you have chosen to integrate
with Lotus Notes or Microsoft Outlook, a meeting reminder will be generated and give you the
option of inviting attendees via a Calendar appointment. See the Integrated Preferences section of
PC Preferences.

Note: In order to find the conference call number without Outlook or Lotus Notes integration, begin the meeting: the number is
displayed in the Audio tab.

View Scheduled Meetings
B To view your scheduled meeting

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

-0r-

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

The GoToMeeting Outlook plug-in allows you to schedule meetings directly from your Outlook calendar.
You can then email meeting invitations directly to your contacts.

System Requirements
* Windows XP or newer

» Outlook 2010 and newer

Download the Outlook Plug-In

1. Download the Outlook plug-in by clicking
https://builds.citrixonlinecdn.com/builds/calendarintegration/outlook/G2M/setup.exe

2. Click Yes on the Download prompt.

3. The Outlook plug-in will be installed and your Outlook calendar should be updated to include the
plug-in.

Schedule a Meeting from Outlook
1. In your calendar, double click the desired time slot.
2. Click the Add Meeting button.

3. If this is your first time using the GoToMeeting Outlook plug-in, you will be prompted to enter
your Email and Password for your GoToMeeting account. Select the "Remember me” check box to
save your account information and click OK.
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4. A new appointment is created with the meeting information prepopulated with Join links and

phone numbers. You can invite attendees by clicking the Invite Attendees button in the ribbon.
Click Send to send the meeting invitation to attendees.
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GoTobdeeting Invitation begins.
1. Pleasa join mvy meetng.

Rt eyl gutomesting omyon 213250432

3, Usa your microphans and speaiors (WodP| - a headsat is rocomenended. O, call i using your talophors.
LIS 1ENF 58 4100

U5 =1 |229) 643-0001

Access Code: ZLE- 200432

Auddia PR Showen aller jeinicg the masting

Meeting ID: ZLEINDGAZ

Galafdaating®
Drline Mestiegs Made Easy®

Mot at your computar? Click the ink ba join this meeting from your iPhone®, Pad* or Android® device wia the SoToMeeting app.
--GoTakseating invtaton ands---

En Shared Falder ‘J Calendar

Once you save the appointment and/or send the invitation out, the following occurs:

e Customized Join links and phone numbers are added to the meeting appointment/invitation.
The meeting appointment appears in your Outlook calendar.

Note: The plug-in does not automatically update the Outlook calendar when meetings are
scheduled or edited from the GoToMeeting website and the GoToMeeting app for mobile devices.
You must manually update the meeting in Outlook.

Update or Remove a Meeting from Outlook

From your Outlook calendar, you can update or remove any GoToMeeting session that you
scheduled with your plug-in.

Update or reschedule a meeting in your Outlook calendar

If you update or reschedule an appointment in your calendar, the associated meeting will be
rescheduled as well.

1. On your calendar, double click the meeting that you would like to update.

2. The meeting appointment information will open. Update the date, time, meeting subject or
attendees.

3. Click Send Update to send your updates to attendees. If you don't wish to send an
update, click the Save icon =

Remove a meeting in your Outlook calendar

1. On your calendar, double click the meeting that you would like to remove.
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2. The meeting appointment information will open. Click the Remove Meeting button in the
top ribbon.
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LIS 1ENF 58 4100

U5 =1 |229) 643-0001

Access Code: ZLE- 200432

Auddia PR Showen aller jeinicg the masting
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Drling Mestiegs Made Easy®
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3. Save your changes by exiting the appointment and clicking Yes in the “Do you want to

save changes” pop-up message or by clicking the Save icon =l The meeting will be
removed from your calendar.

Note: If you delete an appointment including a meeting invitation, the associated meeting
will also be deleted.

Schedule Recurring Meetings

With the recurring meeting feature your meeting 1D, phone number, access code and any other settings
are preserved indefinitely for your future recurring meetings. This feature can be a time saver if you have
routine meetings or want to post the information on a website. Please see Schedule a Meeting for more
information.

There are a few important considerations to keep in mind when creating recurring meetings:

e The recurring meeting will only appear once in the My Meetings window and the Organizer website
and will be labeled "Recurring.” You will need to use your own local calendar applications to
schedule and track recurring meetings.

e The Meeting URL/ID and conference number stays available indefinitely.
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#: Schedule a Meeting - GoToMeeting

Subiject | Weekly Stabus Mesting

When vl this mesting take place?
Date

Start M End |

[ Ruacurring maating

Ao

] Provide aud Ink - My Meetings - GoToMeeting

©use GoToMeeting conference call service) Please select a mesting and click Start, Tnvite, EdRt or Delete. Or for new mestings,
() Provide VolP only (requires microphone and spd  click Schedhule New Meeting.

() Provide a conference call number only

() Provide both [ ke | [ Es | [ Dekte |

Inchade additional kocal boll numbers (Edit courtried
() Provide your own corderence call information

Meeting password

[ require mesting password

bty Mesting

[ schedue Hew Meeting | Refresh
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Schedule International Meetings

As a GoToMeeting organizer you can offer your international attendees conference numbers specific to
the country they are calling from. For example, if your attendees join from 3 different countries then you
can provide 3 different international numbers that all access the same meeting. By doing this you and
your attendees can avoid international rates and the trouble of looking up and dialing International
Country Codes. To manage your default country preferences please see Audio Conference Options.

The GoToMeeting Toll audio conference service includes the following international coverage.

The GoToMeeting Integrated Toll-Free audio conferencing service includes the following international

International Toll Conference Numbers
Australia France Spain
Austria Germany Sweden
Belgium Italy Switzerland
Canada Netherlands United Kingdom
Denmark New Zealand United States
Finland Norway

coverage. Note this option is a separately purchased service. Please see Integrated Toll-Free Audio for
more information.

International Toll-Free Conference Numbers
Australia Hong Kong New Zealand Switzerland
Austria Iceland Panama Taiwan
Belarus India Peru Thailand
Belgium Indonesia Philippines Ukraine
Brazil Ireland Poland United Kingdom
Canada Israel Portugal United States
China Italy Russia Uruguay
Czech Republic Japan Singapore Vietnam
Denmark Luxembourg South Africa
Finland Malaysia Spain
France Mexico Sweden

P To schedule a meeting with international conference numbers

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

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

3. Click Schedule to confirm the new meeting.
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Subject | New mesting
When will this mesting take place?
Diate | Wed 10/29/2008

2ut| 200pM * | End| 300PM

[ Reguerring meeting

Ausdio
[#] Provide audso information
(¥} e GoToMesting conference call service
() Provide WolP only (requires microphone and speakers)
() Provide a conference call number orly
(%) Provide both
Inchude sdditional local toll

mthtErgMﬂ
() Prowide your own conferance cal

Meeting password

] Require meeting password |

# Edit Countries -

[] awstralia
[] awustria
Belgium
Denmark:
|:| France
[] Germany
[] Treland
L] Thahy

Select All | Deselect Al
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- GoToMeeting

Clear Search

Selected countries:

Belgium, Denmark, Unibed States

View Scheduled Meetings

Organizers can view all scheduled meetings via the GoToMeeting application.

P To view scheduled meetings via the GoToMeeting application

1.

Suite icon on a Mac and select My Meetings.

2.

Right-click the daisy icon &Bin the Windows system tray or double-click the GoToMeeting

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

The My Meetings window appears listing all scheduled meetings.
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. My Meetings - GoToMeeting

click Schedule New Meeting.

Please select a meeting and click Skarkt, Invite, Edit or Delete, Or Far new mestings,

Event: Sales Training

| twie | [ Edt | | Delete
Subject Dake Time Meeting I
Weekly Team Meeting Recurring S26-505-796
Meeting to review project plan Fri 5/9/2003 2:00 AM 543-566-397
Wied SiZ1/2008  3:30 PM 331-747-312

Schedule Mew Meeting

Close

Note: Scheduled meetings may al so be viewed from the www.gotomeeting.com website after logging in to your account.

41
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Invite Attendees to a Scheduled Meeting

An organizer can invite attendees to a scheduled meeting at any time prior to the start of the meeting.

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

P To invite attendees to a scheduled meeting

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

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

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

e If you have an integrated email application an email will automatically be generated with the
meeting information included in the body text: Simply send the email to attendees.

e If you do not have an integrated email application, the Meeting Scheduled window will
appear: Simply click the Show invitation text link to display the invitation information and
on the "Invitation Text - GoToMeeting" dialog box click the Copy to Clipboard button and
paste the invitation information into your email program or convey the information to
attendees via any desired method.
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Edit a Scheduled Meeting

Editing a scheduled meeting can be done at any time prior to the start of the meeting directly from your
desktop. If you change the date and time you must remember to notify your attendees of that change.
The easiest way to notify your attendees is to send out a new invitation.

P To edit a scheduled meeting

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

2. If prompted, enter your Email and Password in the Login window, and click Log In.
3. Select the meeting you want to modify and then click the Edit button.

4. Make any changes and click Save.

My Meetings - GoToMeeting

Please select a meeting and click Start, Invite, Edit or Delete. Or For nevs meetings,
click, Schedule New Meeting,

| mwie | | [ Edt | || Delete

Subjeck Dake Time Meeting ID
Mew Product Demo Fri 1J22/2010 2:00 AM  S05-482-752

y Status Meeting Recurring

Schedule Mew Meeting

5. Be sure to contact any previously invited attendees to notify them of the change!

If you re-schedule a meeting:

If you reschedule a meeting, you must update the information in both your Outlook calendar and the
GoToMeeting software. Updating your Outlook calendar should notify affected participants of the change
in time, but does not change the time in GoToMeeting. After updating your Outlook calendar appointment,
you also need to update your meeting in the GoToMeeting software in order to reschedule.

Expired Meetings

After you schedule a meeting, you can start or modify it for up to one hour after the scheduled end time.
After this time, a meeting expires and cannot be started, modified or otherwise accessed. If you need to
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reschedule a meeting, you must do so from within the GoToMeeting software and not with Outlook or
another email client.

Note: Although GoToMeeting creates calendar appointments in Microsoft Outlook, it does not synchronize your scheduled meetings
with your Outlook calendar. See Edit a Scheduled Meeting.

P To change the date or time of a scheduled meeting

1. Right-click the &8 icon in your system tray and select My Meetings.
2. Select the meeting time you want to change and click Edit.
3. Enter the new meeting start time and click Save.

S =

Please select a meeting and click. Start, Invite, Edit or Delete. Or For new meetings,
click Schedule Mew Meeting.

Skark | Invite | Edit | Delete |
Subiject Date *rne |Meeting (1] |

Mewy meeking Fecurring S79-693-105
Tesk Meeting Recurring 510-270-704
Mew meeking Recurring J8e-211-889
Mew meeting Recurring Ba0-745-505
@03 and Windows 7 Thu 12/16/2010 Si00PM  650-542-08D

Schedule Mew Meeting Refresh | Close |
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Cancel a Scheduled Meeting

As a GoToMeeting organizer you can easily delete a scheduled meeting at any time prior to the start of
the meeting directly from your desktop.

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

P To cancel a scheduled meeting

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

2. If prompted, enter your Email and Password and click Log In.

3. Select the meeting you want to cancel and click Delete.

My Meetings - GoToMeeting

Please select a meeting and click Start, Invite, Edit or Delete. Or For nevs meetings,
click, Schedule New Meeting,

| mwie | [ Edt | [[ Delete

Subjeck Dake Time Meeting ID

Mew Product Demo Fri 1J22/2010 2:00 AM  S05-482-752
eekly Status Meeting Recurring c7

Schedule Mew Meeting

4. Click OK .

5. Notify any previously invited attendees about the cancellation.
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Set GoToMeeting Time Zone

When you first create your account, GoToMeeting sets the default meeting time to Pacific Time. To have
your meeting times display in your local time zone, you will need to update your default time zone setting.

P To set GoToMeeting time zone

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

2. Click Log In on the top-right of the screen.

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

4. In the left navigation, click My Account.
The My Account Details page loads displaying organizer account information.
5. At the top of your My Account Details page, enter your current Password.

6. In the Time Zone drop-down selection box, select your time zone and click Save Changes.
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Mobile Devices

GoToMeeting now offers attendees the flexibility to attend meetings and webinars directly from an Apple®
iPad, iPhone and iPod touch.

GoToMeeting App for iPad™, iPhone™ & iPod Touch™ FAQs

General Information

What can | do with GoToMeeting on an Apple® iPad, iPhone or iPod Touch?

Attend GoToMeeting or GoToWebinar sessions from anywhere - free of charge.

Log in and start previously scheduled meetings.

Start instant meetings with Meet Now.

Present from an iPad, invite attendees and share content.

See up to 6 meeting participants on iPads.

Join meetings in seconds by tapping a Join link in an invitation email.

View presentations, mockups and reports — whatever the presenter shares on-screen.
Share HD video from the front or back camera on an iPad 2.

See who's presenting, who's talking and who else is attending.

Connect to audio through your Internet connection (WiFi or 3G), or dial in over the phone.
Chat with everyone in the meeting, with only organizers or with individual attendees.
Schedule meetings and invite attendees

How much does the GoToMeeting app cost? Are there any additional fees for using the
GoToMeeting app?

There is no cost for the GoToMeeting app. You can easily download the app from the App Store. There's
no charge for attending meetings or webinars. However, you are responsible for any long-distance
charges associated with dialing in to sessions by phone, as well as sharing HD video over 3G. There are
no long-distance charges for using audio over your iPad, iPhone or iPod Touch's built-in mic & speakers
(VolP), but you'll be responsible for any data charges that may be incurred.

What are the mandatory system requirements to join sessions from my iPad, iPhone or iPod
Touch?

o Free GoToMeeting app from the App Store
e iOS 5 or higher
e iPad 1 or newer, iPhone 3G or newer or iPod Touch 3rd generation or newer

Can | schedule meetings from the GoToMeeting app for iOS?

Yes, you can schedule meetings from the GoToMeeting app for iOS. You can invite attendees to
these meetings, edit the audio and create a meeting password from the GoToMeeting app. Also,
you can delete meetings from the My Meetings screen.

How do | join a session from an iPad, iPhone or iPod Touch?

If you know the 9-digit Meeting or Webinar ID, you can join the session by simply opening the
GoToMeeting app and entering your name and the Meeting or Webinar ID (webinar attendees must also
enter their email). If you already have the GoToMeeting app installed, you can also join a session by
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tapping the Join link in your GoToMeeting or GoToWebinar invitation email, which will automatically
launch you into session.

Can | join a GoToMeeting or GoToWebinar HDFaces session from an iPad? How do | share my
webcam?

Yes. You can join HDFaces video meetings and webinars as an attendee. If you're using an iPad, you
can see up to 6 webcams. And if you're using a iPad 2 or higher, you can collaborate face-to-face by
sharing your front or back camera in meetings! You cannot yet share your own webcam in a webinar.

To turn on your webcam on an iPad 2 or higher, tap the Webcam icon - in the navigation bar, and
then tap Share My Webcam. We highly recommend using a strong WiFi connection. While it's possible to
stream video over 3G, we recommend WiFi. Operator data charges may apply, so we highly recommend
using an unlimited data plan or WiFi connection.

Can | host a meeting from my iPad, iPhone or iPod Touch? Can | show my screen if I'm given
presenter controls?

Yes, you can host a meeting from an iPad, iPhone and iPod touch with your GoToMeeting
username and password. Organizers can start previously scheduled meetings or they can start
and host instant meetings by tapping the Meet Now button on the My Meetings screen. Only iPad
users can present and share content on screen.

How do | share content as a presenter?

Only iPad users can be presenters (iPhone and iPod touch users can't be made presenter).
Presenters can share content by sharing through the cloud, sharing through the browser or
sharing a whiteboard. Presenters can share content by tapping Share from the Cloud, Share from
the Browser by entering a URL into the browser or by tapping Share a Whiteboard. Presenters can

also share content by tapping the Cloud icon - and the Bookmark icon Il in the navigation
bar. In order for attendees to see the content, presenters must tap the Play icon n in the toolbar.
The Screen Sharing icon will turn green Ewhen the content is being shared.

© 2013 Citrix Online, LLC. All rights reserved. 48



GoToMeeting® User Guide

Tap to Share Content

Share from the Cloud

Share from the Browser

Share a Whiteboard

Can |l invite others to the meeting?

Yes, organizers can invite others to the meeting by tapping the Invite icon .and selecting either
Email, Message or Copy to Clipboard. The Meeting ID and meeting information can then be sent to
participants. For the Message option to appear, iMessage must be activated from the Settings app
on the iOS device. For the Email option to appear, email must be set up on the device.

As an organizer, can | promote attendees to presenter or organizer?

Organizers can make someone who joins from a Windows, Mac or iPad the presenter so that
person can share their screen. At this time, attendees who join from an iPhone or an Android
cannot be made presenters.

From the Attendee List, organizers can make someone else who joined from a Windows, Mac or
Android the organizer. Currently, attendees who join from an iOS device cannot be made an
organizer.

Can | see how my screen looks to attendees?

Yes, when sharing content you can preview how attendees are viewing their screen by tapping the
Screen Sharing icon -and turning Audience View on. A thumbnail image of what attendees are
seeing will appear on-screen and you can drag the thumbnail image by dragging the image with 1
finger.
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Can | only draw on a whiteboard?

No. Presenters can use Drawing Tools to annotate directly on any screen being shared by tapping
the Drawing Tools icon in the toolbar. The Drawing Tools Grab Tab with the main controls will

expand. The Play icon n must be selected in order to share annotations. Drawings are only
shown to the attendees after you have picked up your finger.

Can attendees draw on the whiteboard?

No, not at this time. Only presenters can draw on the whiteboard.

Can | join awebinar as a panelist?

No, you cannot join a webinar as a panelist on an iPad, iPhone or iPod Touch.

Can | be made presenter during a webinar on an iPad?

No, not at this time.

Can I record sessions from my iOS device?

No, you cannot currently record sessions from an iOS device.

How does attending a meeting or webinar 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:

¢ Keyboard and mouse controls of the presenter's desktop

How can | change the view or zoom into the presenter's screen?
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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?

Yes, you can tap Chat in the toolbar to instantly send and receive messages to everyone, 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.

Can | ask questions, raise my hand or answer polls during a webinar?

You can ask questions (Q & A) to participate in the webinar, but you currently can't raise your hand or
answer polls from the GoToMeeting app. If a GoToWebinar organizer sends a chat or question to
everyone in the webinar, iOS attendees can reply or send a response.

Is the GoToMeeting app available on any other mobile device?

The GoToMeeting app is also available on Android smartphones and tablets.

Can | attend a GoToWebinar session from an iPad, iPhone or iPod Touch?

Yes! Simply use the GoToMeeting app to attend webinars from your iPad, iPhone or iPod touch.

Can | attend a GoToTraining session from an iPad, iPhone or iPod Touch?

No. You can only join GoToMeeting and GoToWebinar sessions as an attendee at this time.

Audio

Can | connect to audio from the GoToMeeting app?

If the organizer provides both mic and speakers (VolP) and conference call numbers, you will
automatically connect to mic and speakers over your iPad, iPhone or iPod Touch’s Internet connection
(WIiFi or 3G) once you join. The audio quality on your iPhone depends on the quality and bandwidth
available on the WiFi or 3G network that you're connected to. For best results, you should make sure you
have nothing else running that might use up bandwidth. WiFi connection is highly recommended.

If the organizer only provides a conference call number, or if you prefer to dial in by phone, iPad
attendees can tap the Settings icon = at the top right of the screen, tap Audio Settings and then
Telephone to access the conference call information.

iPhone attendees can go to the Meeting Information screen and tap a U.S. phone number to
automatically connect to the audio conference. With a single tap, the conference call number, access
code and Audio PIN are automatically dialed.
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If you have an iPhone 4 or 4S on a network that does not allow simultaneous voice and data sharing
(CDMA), you won't be able to connect to GoToMeeting and dial in on your iPhone at the same time. To
connect to audio, you should use your iPhone’s Internet connection (WiFi or 3G) or dial in with a different
device.

a ATET F S:10 PN =™ a. ATAT F 510 PM =N
LA Settings [ sitngn Meeting Information
Meeating Information » Moot How

Weateg 1D 408-563-606
Personal Information ¥ Doal: #1 (636) IT7-0132
Ascodd Code 400-583-508
FiN: 32
Mute Upon Joinimg OFF

Choose Audio Source

g‘ﬁ Aboul GoTolMeeting b

Taluing

Can | mute/lunmute attendees using VolP or dialing in by phone on iOS devices?

Yes, if the attendee is connected to VolP, you can mute/unmute them to allow them to speak. If the
attendee is dialed in by phone, you can mute/unmute them only if the they have entered the Audio PIN,
which they can access in-session from Settings.

How do I dial in to the audio conference by phone?

If the organizer provides a U.S. phone number, you can go to the Meeting Information screen in-session
and tap the telephone number to automatically connect to the audio conference from your iPhone.

International telephone numbers do not have the single tap auto-dialing capability at this time. You can
still use the Phone app on your iPhone to enter international telephone numbers manually and dial in to
the audio conference.

Why can't | switch from phone to mic & speakers (VolP)?

Once you dial in to the audio conference, mic and speakers (VolIP) is 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 to GoToMeeting and dial in on my iPhone?

If you have an iPhone 4 or 4S on a network that does not allow simultaneous voice and data over
(CDMA), you won't be able to connect to GoToMeeting and dial in on your iPhone at the same time. To
connect to audio, you should use your iPhone's built-in mic and speakers (VolP) or dial in with a different
device.
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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 dialog notifying
you that your device does not support simultaneous voice and data sharing. Once you tap the Dial button
on the Join the Audio Conference dialog, you'll lose access to screen sharing.

What audio options does the GoToMeeting app support?

e iPad, iPhone or iPod Touch's built-in mic and speakers (VolP).

¢ iPad, iPhone or iPod Touch's built-in mic along with external headphones connected via the 3.5-
mm stereo headphone jack.

¢ Headset connected via the 3.5-mm stereo headphone jack.

¢ Bluetooth Hands Free devices.

For optimal audio quality, we recommend using a headset.

Will I have access to all of the session's conference call numbers?

Any conference call numbers provided by the organizer are available to an iPad attendee. iPhone
attendees who prefer to dial in by phone can access the conference call number(s) (if provided by the
organizer) in the GoToMeeting or GoToWebinar invitation email or Meeting Information screen.

Troubleshooting
When I tap on the Join link, why do | have to enable cookies? How do | enable cookies on Safari?

If your iPad, iPhone or iPod Touch is running iOS 5 or higher, cookies are disabled on Safari by default.
You must first change your settings to enable cookies before you can join a meeting or webinar. To
enable cookies on Safari, go to Settings > Safari > Accept Cookies > Always or From Visited. Then
tap the Join link in your GoToMeeting or GoToWebinar invitation email to join the session.

| enabled cookies on Safari but still can't join the session. What should | do?

Try clearing your history, cookies and data by going to Settings > Safari > Clear History/Clear Cookies
and Data. Then tap the Join link again in your GoToMeeting or GoToWebinar invitation email to join the
session.

If you're still having problems joining, try forcing the GoToMeeting app to close:
1. Double-click the Home button to bring up the multi-tasking bar.
2. Press and hold the GoToMeeting app until the icon starts to wiggle.
3. Tap the minus symbol above the GoToMeeting app to close it.
4. Tap the Home button or anywhere above the multi-tasking bar to exit.

5. Then tap the Join link in your GoToMeeting or GoToWebinar invitation email to join. If you know
the 9-digit Meeting or Webinar ID, you can also open the app and manually enter it.
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GoToMeeting App for Android FAQs

Review frequently asked questions on the GoToMeeting app for Android.

General Information
Can l use the GoToMeeting app for Android on my Android device?

Yes. If you're running Android 2.2 (Froyo) or higher, you can install the GoToMeeting app from the
Google Play Store to join meetings and webinars as an attendee. If you're a GoToMeeting organizer, you
can log in and start a scheduled meeting from the app, but you won't yet be able to share your screen, so
we recommend making someone else who joined the meeting from a Windows or Mac the presenter or
co-organizer. We recommend using devices with a 1Ghz processor or higher for optimal performance.

How can | download the GoToMeeting app?

You can download the GoToMeeting app from the Google Play Store by signing in to your Google
account linked with your Android device and searching for the GoToMeeting app to install it. If you don’t
see an Install button, you may not be running Android 2.2 (Froyo) or higher (the minimum system
requirement needed to install the GoToMeeting app).

> (___:{_}(Jqlf_’ p|ay fancy fake address @gmail.com
(e

YOU ARE GoToMeetin

DOWNLOADING GoTolesting J Free

Choose device on which to

SENDTO instal -

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.

If you have the GoToMeeting app pre-loaded onto your device, you'll need to first upgrade to the latest

version of GoToMeeting. To upgrade, select the GoToMeeting daisy icon & and then select the Upgrade
button to install the most recent version of the app.
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If | have a Motorola Android-based device that doesn’t have the Google Play app, can | still
download the GoToMeeting app?

Yes. Attendees using Motorola Android-based devices in China can now download the GoToMeeting app
from SHOP4APPS™ — Motorola’s pre-installed Android application storefront. The GoToMeeting app is
not yet localized in Chinese, but it is available in English, German, French, Spanish and Italian.

Why can | see the GoToMeeting app in the Google Play Store but can’t download it?

Your device may not be running Android 2.2 (Froyo) or higher (the minimum system requirement needed
to install the GoToMeeting app). If your device is running 528 MHz CPU, you may not see the Install
button to download the GoToMeeting app.

What are the minimum system requirements for joining a GoToMeeting or GoToWebinar session
from my Android device?

Android 2.2 (Froyo) or higher

1 Ghz CPU or higher recommended

WiFi or 3G connection (WiFi recommended)

Free GoToMeeting app

Note: Attendees on devices that use CDMA and do not allow simultaneous data and voice sharing must be connected to the

Internet from a WiFi network to dial in using the same device they use to join the meeting. Otherwise, they will be disconnected from
GoToMeeting. Attendees on devices that use GSM can simultaneously share data and voice seamlessly.

e For the best audio experience, a headset is recommended.

Can | host meetings or webinars from the GoToMeeting app?

You can log in and start scheduled 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.

How do I join a meeting on my calendar from the GoToMeeting app?

Meetings in the Android Calendar app sync with the GoToMeeting app so you will see a list of your
upcoming meetings on your Join screen. You can quickly join a meeting by tapping the name of the
meeting.
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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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Client mesting
B/3013

Can | join a GoToWebinar session as an attendee on my Android smartphone or tablet?

Yes! Simply use the GoToMeeting app to join a webinar as an attendee. You can select the Join URL
from your GoToWebinar invitation email, or you can enter the Webinar ID into the Meeting ID field to join.
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If you haven't yet registered for the webinar, you'll be prompted to register and fill out the required
information before you can join the session.

Can ljoin or host a GoToTraining or GoToMeeting Global session from the GoToMeeting app?

No, only GoToMeeting U.S. organizers can start previously scheduled meetings from the app. Attendees
can join GoToMeeting Global and GoToWebinar Global sessions, but not training sessions.

Do | need a GoToMeeting or GoToWebinar account to join a session from my Android device?

No. As long as you're running Android 2.2 (Froyo) or higher, you can install the GoToMeeting app from
the Google Play Store free of charge and join meetings and webinars from your device.

Can I record sessions from my Android device?

No, you cannot currently record sessions from an Android device.

What are some of the unsupported GoToWebinar features?

Starting or joining a webinar as an organizer
Joining a webinar from a panelist invitation email
Presenting as a panelist or organizer

Screen Sharing

What are some of the unsupported GoToWebinar attendee features?

¢ Sending and receiving chats
e Screen Sharing or presenting

Can | chat from the GoToMeeting app?

Yes, all attendees, organizers and presenters in a meeting can chat by tapping the Chat icon . in the
toolbar, typing a message in the Type a Message field and selecting Send. You can choose to chat with
everyone in the meeting or privately with 1 person in the meeting. When you receive a Chat message, the
Chat icon will bounce in the keyboard toolbar.

Note: The Chat feature is currently only supported for GoT oMeeting

Can | multi-task and use other apps on my Android device while attending a session?

Yes. During a session, you can put the GoToMeeting app into background mode by pressing the Home
button on your device to simultaneously use other apps without disconnecting from the meeting.

To re-open the GoToMeeting app, you can do any of the following:

e Select the daisy icon &# from the Android app menu.
¢ Open the Notifications tab and select GoToMeeting.
¢ Hold down the Home button on your device until the Recent Apps screen appears. Select the daisy

icon &,
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Can | use a Bluetooth device for a meeting or webinar?

The GoToMeeting app for Android does not officially support Bluetooth devices. However, if you have an
A2DP (Advanced Audio Distribution Profile) device, you may be able to listen to the audio during a
meeting or webinar, but you probably won't be able to speak. If you can stream music from your Bluetooth
device, then you most likely have an A2DP profile that may let you listen to audio during a meeting or
webinar; however, those devices are not officially supported. .

Check your device's manufacturer to see if it supports an A2DP profile.

What languages does the GoToMeeting app for Android support?

The GoToMeeting app for Android is supported in English, German, French, Spanish and Italian. If you
set your device’s default language to one of the supported languages, the GoToMeeting app appears in
your selected language.

Troubleshooting
Why can’t | connect to a meeting or webinar on the GoToMeeting app for Android?

The meeting organizer must be using GoToMeeting or GoToWebinar v4.8 or higher for attendees to join
sessions from Android devices. If the organizer is using an older version, you won't be able to use the
GoToMeeting app; instead, you would need to join the meeting from a Windows or Mac. Attendees
cannot join GoToTraining sessions from an Android device.

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.

When | select the Join link, why do | have to enable cookies before | can 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. Then select the Join link in
your GoToMeeting or GoToWebinar invitation email to join.

| prefer to dial in to audio by phone. Where can | find the Audio PIN?

You do not need an Audio Pin to dial in to the audio conference by telephone. To dial in to the audio
conference by telephone you can set your default audio to Phone by going to the Settings tab and
selecting the Phone icon - % next to Default Audio. If your default audio is set to Phone and you join a
meeting from an Android device, you will be automatically dialed in to the meeting.

You can see if you are connected to the meeting by VolIP or telephone in the Audio tab. If the organizer
has provided dial-in phone numbers, you can switch to telephone by tapping Switch to Phone in the
Audio Tab. In the Audio tab you will also see a list of telephone numbers associated with the session. If
the organizer provides international country numbers, you can choose which country you wish to dial into.
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Once you tap Dial, you will automatically dial in to the conference via the Android Phone app and will
need to navigate back to the GoToMeeting app to return to the session.

Why am | disconnected from GoToMeeting when I try dialing in from my device?

If you're using a device that doesn't allow simultaneous data and voice sharing (CDMA), you must
connect to the Internet from a WiFi network to dial in using the same device you use to join the meeting;
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.

Why can’t | access the Meeting Information in my Settings before the meeting starts?

You have to wait until you enter the meeting before you can access the Meeting Information. Once the
organizer starts the meeting, you can access the Meeting Information by selecting the Settings button on
the View tab.

Why can't | register for awebinar from my Android device?

You may be using an Android device that is not fully compatible with GoToWebinar. Try registering for the
webinar from a supported computer or tablet.
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GoToMeeting App for Windows 8 and Windows RT FAQs

Review GoToMeeting app for Windows 8 and Windows RT FAQs.

What is the GoToMeeting app for Windows 8 and Windows RT?

The GoToMeeting app for Windows 8 and Windows RT can be downloaded to your Windows 8 desktop
and/or your Windows RT tablet from the Apps for Windows store. Windows 8 desktop users can join
meetings from either the app or the desktop version.

What can | do with GoToMeeting for Windows 8 and Windows RT?

Attend online meetings free of charge

Join meetings in seconds by entering the Meeting ID and your name in the app
View the presenter's screen

Connect to audio through VolP

How do I join a meeting with the GoToMeeting app for Windows 8 and Windows RT?

If you know the 9-digit Meeting ID, you can join the meeting by simply opening the GoToMeeting app and
entering the Meeting ID and your name. If you don't have the GoToMeeting app yet, you can install it for
free from the Windows Store

g}ﬁ GololVeeting

MEETING ID
726-730-069
NAME
adam pohns

EMAIL

CiTRIX

Are there any limitations to using the app?

e Scheduling, starting or joining a meeting as an organizer
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Presenting, Screen Sharing and Keyboard and Mouse Control
Viewing an Attendee List

Viewing and sharing webcams

Dialing in by phone

Using the Chat feature

What are the system requirements for using the GoToMeeting app for a Windows 8 and Windows
RT?

Organizers must be using GoToMeeting v5.0, build 799 or higher for attendees to join sessions on the
app. Any user with Windows 8 or Windows RT running on x86, x64 or ARM processors will be able to use
the GoToMeeting app. Windows 8 tablets and all-in-one devices, such as the Surface Windows 8 Pro, are
not officially supported on the GoToMeeting desktop application, but if the GoToMeeting app for Windows
8 and Windows RT is installed, you can enter the 9-digit Meeting ID and your name on the app to join a
meeting from the mobile app. For more information, see the complete GoToMeeting System

Requirements.

Are there any additional fees for using the GoToMeeting app?

Nope, the app is free, and there's no charge for attending GoToMeeting sessions. But you may be
responsible for any long-distance charges associated with dialing in to sessions by phone or any data
charges that may be incurred.

Can |l join GoToTraining and GoToWebinar sessions from the GoToMeeting app?

No, you cannot currently join webinar sessions or training sessions from the GoToMeeting app. You are
able to join any meeting hosted by a GoToMeeting organizer using GoToMeeting v5.0, build 799 or
higher.

Can | host a GoToMeeting session from the GoToMeeting app for Windows 8 or Windows RT?

You cannot currently start or host your own meetings from the GoToMeeting app for Windows 8 and
Windows RT.

Can | connect to audio from the GoToMeeting app?

If the organizer provides both mic and speakers (VolP) and conference call numbers, you will
automatically connect to mic and speakers over your device’s Internet connection (WiFi) once you join.
The audio quality on your device depends on the quality and bandwidth available on the WiFi network
that you're connected to. For best results, you should make sure you have nothing else running that might
use up bandwidth. WiFi connection is highly recommended.

Can | join password-protected meetings from the app?

No, you cannot currently join password-protected meetings from your Windows tablet.

Are webcams supported? I'm prompted to use my webcam but | don’t see them at all.

Although you may be prompted to use your webcam and microphone, GoToMeeting does not currently
support webcams for the Windows Tablet. Therefore, you will not be able to see others' webcams or
show your own.

If I have the GoToMeeting app for Windows 8 and Windows RT, as well as the GoToMeeting
desktop application on my desktop, what happens when | click the Join URL?

If you have the GoToMeeting app for Windows 8 and Windows RT, as well as the GoToMeeting desktop
application installed on your Windows 8 desktop, clicking the Join URL will automatically launch the
GoToMeeting desktop application.
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Audio Introduction

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

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

You may decide to use the GoToMeeting integrated audio or choose another method of bringing audio to
your online meetings

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

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

Use Telephone to connect to the audio conference

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

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

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

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

session.
= Audo
“ Telephona [Ei=]
I Mic & Speakers
Dial: +1 (805) 8794149 | . i 5 .
o Additronal Conference Call Numben: - GoTolMesting
Access Code 115.875-904 @ al Er ela mbe eeting
Audio PIN: 3 Additonal conference cal numbers are:
if you're aready on the cal press #
fand addBonal numbsars .~ |United States: +1 (505) 8794149
Froplem dinkng n? |Lrnited States (toll free): 1 888 568 4149

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

Use Telephone with an alternate phone number

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

1. In the Audio pane of the Control Panel, click Problem dialing in? to access alternate telephone
numbers from a different provider.
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2. When you're redirected to the Can't Dial in to the Conference? web page, choose your preferred
dial-in country if available.

Can't Dial in to the Conference?

I you're having issues reaching the number provided, please try this number instead

OR

United States -

1 817 98T 5627

Long distance: +1 (805 894161

Access Code: 105.220 485

Atalephone provider is Bxpariencing an
outage. We'll try 1o prowide an alternzte
numbsar fram anothes idephong
prosider

Questions?

Audio PIN: Shown alter joining the session

What's Causing This?

ortar

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

organizer chooses to provide.

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

Manage audio via telephone commands (organizers only)

Organizer Telephone Commands

Command

Feature

Details

*2

Count

Provides the number of attendees dialed in to
the conference.

*3

On-hold beep controls

Sets the on-hold beeps. Pressing *3 sets the
following options:

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

*4

Menu

Provides a menu of available conference
commands.

*5

Listening Modes

Sets listening modes for the audience. Meeting
organizers can cycle through three listening
modes by pressing *5.

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

e Mute: organizers and panelists cannot
unmute themselves

e Unmute: organizers and panelists are
unmuted (default)
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Organizer Telephone Commands

Command Feature Details
*6 Mute/Unmute Mutes the organizer's line. Pressing *6 again will
unmute the line.
*8 Chime Controls Sets entry and exit chimes. By default, entry and

exit chimes are on. Pressing *8 cycles through
the following options.

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

Entry chimes off exit chime on

Entry chime on exit chime off

Manage audio via telephone commands (attendees only)

Attendees Telephone Commands
Command Feature Details
*3 On-hold beep controls .
Sets the on-hold beeps. Pressing *3 sets the
following options:
e On-hold beeps on (default).
e On-hold beeps off.
*4 Menu Provides a menu of available conference commands.
*6 Mute/ Unmute Mutes the participant's line. Pressing *6 again will
unmute the line.

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

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

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

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

= Aldo
) Telephone

@ Mic & Speakers Settings

& MUTED

© 2013 Citrix Online, LLC. All rights reserved.

65



GoToMeeting® User Guide

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

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

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

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

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

coni
e The Mute icon is green &8 when you are unmuted and people can hear you.

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

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

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

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

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

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

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

3. You may adjust the speaker volume on your Mac if needed.

Test your audio setup (Windows only)

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

right-click the daisy icon &8 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 - GoToMeeting Eﬁ

Category Ay

Start Up |

e s

Mestrigs

Webinars g_’ Microphone Setup

Recording . " . e
Integratiors Selact a device and apeak into the microphane bo test:

iy | i 1) 4
Wiaheam

The meter vill turm gresn when your micophone is working.

o) Soealcers Setup
Select a dewce and dick Play Sound o test

| Speakers (2- a4 Adapter) w| ot

Click: Play Sound and verify you can hear it playing from your speskers
i !
Blay Seund ’

Advanced
o | Automatically adjust my system mixer setbngs
o Lise automatc volume and noise prooessng

Lisualy improves audio qualty when people are taking. Uncheddng
may improwe Ehe quality of music or other sudio sources,

Send Aude Feedback piesd Ackitional Help?
Lok | | Concd

Edit audio mode (organizer only)

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

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

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

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

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

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

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

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

= Audio
O Telgmhona LS
& Mic Edit Audic Mode...

amut| ¥ | Play On-Hold Beeps
Play Entry/Exit Chimes

Play or disable entry or exit chimes (organizers only)

1.In the Audio pane of your Control Panel, click Edit on a Windows computer. On a Mac, click the
Edit Audio Options drop-down icon @.
2. Select Play Entry/Exit Chimes from the drop-down menu. If there's a checkmark next to it, then

everyone will hear chimes when someone enters or exits the session. If no checkmark appears
next to it, no one will hear entry or exit chimes.
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Integrated Toll-Free Audio (GoToMeeting Corporate only)

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

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

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

Calculating toll-free minutes

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

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

Available international countries with Integrated Toll-Free audio

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

Schedule a Meeting with Integrated Toll-Free Audio

1. If you already have the GoToMeeting application installed on your Windows computer, right-click
the GoToMeeting daisy icon & in your system tray and select My Meetings. On a Mac, open
GoToMeeting and select My Meetings. If you don't have the GoToMeeting application installed,
download it now.

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

3. On the Schedule a Meeting window, fill out the subject, date and start and end times. You can
also protect your meeting by adding a meeting password (optional) so that participants are
required to enter a password successfully before joining.

To schedule a recurring meeting so that you and your attendees can reuse the same Meeting ID
and audio information, select the Recurring meeting check box. Recurring meetings remain
available in My Meetings until you delete them.

4. Choose which audio option you'd like to provide for the meeting. To add more international long-
distance (toll) and/or toll-free numbers, click Edit countries to choose more countries.

5. Click the Schedule button when finished.
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EB Schedule o Meeting - GaToMesting [sal B Schedule a Mesting - GaToMesting ]
Subject Mew Masting Subject New Meetng
Wher wil this meeting take place? ihen wil s meeting take place?
Date The 9271012 - Dabe Tha 3/2772013
Start 300PM [T End 400FM 5|  Local Tew Jone Start 300 P Ed  400PM el Tieve fore

Eequring mesting Heguring meeting

Aud / ko
@ e buslt-n audio conterenong Line: bt o aucdo conferenang /

Prowide your own conference call nformation B Pronade your pwn conference (8l nformation

Provide VolP anly (requres morophone and soesiers)
Prowide & conference call number only

@ Provide bath

Where are your stterciees located? (gt countres)

3 T

Requre meatng passward Rrgure mevtng password

My Mesinos o | My Mesheg P

If you integrate GoToMeeting with an email client, such as Outlook, a meeting invitation will pop up, which
you can send to attendees as a calendar appointment. If you want to remind attendees of a recurring
meeting, click Recurrence in your Outlook invitation email, or choose another calendar to remind
attendees.

Start a session with Integrated Toll-Free audio

Starting a session with Integrated Toll-Free audio is the same as starting any other session but with one
key difference. Because the organizer is charged for each attendee dialing in with toll-free audio,
attendees cannot talk amongst themselves until the organizer arrives. If an organizer starts the session
late, attendees will remain on hold and will hear the following greeting: "The organizer has not yet started
the meeting. You will be placed on hold until the organizer arrives."

Toggle Audio Notifications

GoToMeeting produces 2 different types of audio notifications that can be managed directly from the
Presenter's Control Panel or from the telephone. These notifications can be disabled if you or your
attendees find them distracting.

P To manage entry/exit chimes and on-hold beeps from the control panel

1. From the Audio pane in the presenter's control panel, click Edit. (a)
e Play On-Hold Beeps: If this option is checked, you hear status beeps until the first attendee
joins your meeting. (b)
e Play Entry/Exit Chimes: If this option is checked, then the organizer and attendees hear a
chime every time an attendee enters or exits the meeting. (c)

= Audio
it - da
gﬁ_'eg‘h ;” Edit Audio Made. . s
vie F v Play On-Hold Beeps b
& v Flav Entry/Exit Chimes ———+& ¢
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Broadcast Computer Audio

While GoToMeeting is designed to efficiently broadcast voice audio over telephone or VolP there may be
times when you wish to broadcast an audio recording from your computer. In this section you will find
audio configuration instructions that should allow you to transmit both your voice and audio from your
computer. Due to some sound card limitations these procedures may not work with every system.

P To configure Windows XP to broadcast audio

Note: Not all computers have a Stereo Mix option. Depending on your sound card, it may be called something else (like "What U
Hear" on some Soundblaster cards) or may be absent entirely.

Note: You cannot use your microphone when switching via software.

1. Double-click the volume icon in the system tray (usually bottom-right of your desktop).
Select Options, then Properties.

Under Adjust Volume for choose Recording.

Ensure "Stereo Mix" is checked.

Click OK.

On the Recording Control screen, select the check box under Stereo Mix.

oOuhwd

P To 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 may be absent entirely.

Note: You cannot use your microphone when switching via software.

Right-click the volume 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.

agpwNE

Hardware Option

Parts needed

e Two (2) 3.5 mm audio splitters (Imale, 2female).
e One (1) 3.5 mm audio patch cable (2male ends, typically 3" long).

P To 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 cable 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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3rd Party Audio and HiDef Conferencing

When you schedule a meeting you can select which audio option works best for you and your attendees.
If you choose to use a conferencing solution other than GoToMeeting integrated audio then all you have
to do is include that information in the conference call field in the Schedule a Meeting dialog box.

Once scheduled, you will see your 3rd party conference number referenced in your meeting invitation,
waiting room and the Audio pane in the presenter and attendee Control Panel.

Note: On-screen muting and VolP audio are not available while using 3rd party audio solutions.

You can obtain a toll-free or international access conference call number through most conference call
vendors. Note that there is often an additional fee for these numbers.

-

@ Schedule a8 Meeting - GoToMeeting @

Subject MNew Meeting
When will this meeting take place?
Date Tue 10/ 9/2012 @~

Start 300PM (| End 400PM Local Time Zone

|| Recurring meeting

Use built-in audio conferencing

Audio

@ Provide your awn conference call information

Joining

Require meeting password

My Meetings Schedule

Citrix Online HiDef Conferencing™

Citrix Online now offers additional audio solutions including toll-free numbers through HiDef
Conferencing which can be used with GoToMeeting. If you already have a HiDef Conferencing account
then simply include your phone number and meeting room ID in the conference call field in the Schedule
a Meeting dialog box.

If you wish to learn more about integrated toll-free audio service for GoToMeeting Corporate customers
then please refer to Integrated Toll-Free Audio for details.
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HDFaces Video Conferencing

GoToMeeting with HDFaces is a high-definition video conferencing technology that combines screen
sharing, audio conferencing and video conferencing. Meeting participants can share up to 6 high-
resolution video conferencing streams while viewing the presenter's screen. A resizable viewer and
customizable layouts allow you to adapt to numerous monitor and projection configurations. HDFaces is
included with GoToMeeting at no additional cost. All you need is an Internet connection and a webcam to
begin enjoying a telepresence-quality experience!

Share or stop webcams from the Control Panel

= VWebcam

You and your attendees can share webcams in any
of the following ways:
Share My Webcam Webcams »

Click the webcam icon @ on the Grab Tab.
Click the Share My Webcam button in the
Webcam pane on the Control Panel.

e Select Share My Webcam from the Webcams drop-down menu.

e Click the webcam icon next to your name in the Attendee List (Windows-only).
¢ Right-click your own name in the Attendee List and select Share My Webcam.

Organizers can send Share Webcam Requests to attendees in any of the following ways:

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

(=] Attendee List (4 | Max 16)

1
Organizers can turn off attendee webcams in any of the |
& B = NAMES - ALPHABETICALLY s ‘

following ways:
t, |[§ = Tony Efa (Organizer, Pre..

o Click the green webcam button next to an attendee's W m1 Carey Caulfield

name. Attendees will see a yellow tip or dialog =« Casey Horlon
indicating that the organizer has closed their webcam ¥ m¢ | Jui Didlolar
feed.

& Mule A3 Il: Unmute Al ] l Invite Others |

e Right-click an attendee's name from the Attendee list
and select Stop Webcam Sharing.
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Manage your webcam from your video feed

e Temporarily Pause/Play your video by selecting the
Pause or Play button on the top-right corner of your
webcam feed. (a)

e Resize the webcam viewer and screen sharing using
the slider. You can click and drag any part of the slider
to adjust the display. (b)

o When only webcams are being shared, participants
can resize webcams by clicking and dragging the
bottom-right corner of the Viewer. Expand and
minimize how webcams and/or screen sharing is
displayed by clicking and dragging the bottom-right
corner of the viewer. If only webcams are being
shared (not screen sharing), you can adjust the size
and position of the webcam viewer by using the :
Webcams drop-down menu and selecting one of the 2 i -
following Webcam Positions: Top, Left, Bottom,
Right.
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Toggle the webcam layouts

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

@ GoToMeeting Showcase Viewer
VWebeams w |

Stop Sharing My Webcam
Hide Webcams

Top
Left
Bokkarn
Right

W Always in Fronk

Preferences, .,

= Webcam

@ Stop Sharing My Webcam

Skap Sharing My Webcam
Hide Webcams

Top
Left
Bokkarm
Right

v Blways in Front

Preferences., .,

e Share My Webcam - Shares your own webcam.

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

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

o Always in Front - Keeps webcams on top of all other applications and windows (only available for
Windows organizers and all Mac participants). Hiding webcams decrease bandwidth consumption.
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From the Options menu, organizers can uncheck the Attendees Can Share Webcams setting to remove
the option for all meeting participants to share webcams.

File | Optiong |View Help

&
x

= 5  Attendees Can Chat
Sto) v Attendees Can View Attend

ICAMs

e Lisk

Show My Stop Give Change
Showing Keyboard  Presenter
Crrsen & Mouze

Manage your webcam settings

1. Click the File menu and select
Preferences, or right-click the

GoToMeeting daisy icon & from your
system tray and select Preferences.
Preferences can also be found on the
Webcams drop-down menu in the
Webcam pane or viewer.

2. From the Preferences window, select
the Webcam option from the left
navigation to view the following:

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

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

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

¥ Preferances - GoTolMerting Showcase

Wour camera:

Lisgitech ChubthoCam Pro (X0 [r—
Select a display larmatz

(#1413 (homa) ) 16:9 [Waderscreen)

Cumshorn’ Vil e Supgort Conter

[
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Start/End a Scheduled Meeting

Scheduled GoToMeeting sessions can be started from the GoToMeeting Windows system tray icon, the
Mac GoToMeeting Suite icon, the GoToMeeting website and the GoToMeeting Outlook bar.

Note: To start a meeting the GoToMeeting application must be installed on the Windows or Mac being used by the meeting
organizer. For more information on installing the GoToMeeting application please see the GoToMeeting Install GoToMeeting
section.

Start a Scheduled Meeting from Your Desktop
P To start a scheduled meeting from your desktop

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

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

3. Onthe My Meetings window, select the meeting you want to start by selecting the name in the
Subject column and then click the Start button.

Your meeting will start and the GoToMeeting Organizer Control Panel will appear on the right side
of your desktop.

B My Meetings - GoToMeeling

Flaase salact & mesting and chick Start, Invibe, Edit or Delebe. Or for new mestings,
ok Schedule Neve Mesting,

[ivte | [ e | [ ook |

Meeting 1D

Weekh Tesm H:c:t'r- RacLering

Fieeinng To revview propect plan Fri 59200 w00 AM 943-566-397
Event: Sales Training ‘Wed Sf21/2008 RI0PM  331-747-312
[schedu New Heeting | Refresh
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Start a Meeting from the Web
P To start a scheduled meeting from the GoToMeeting website

1. Log in to www.gotomeeting.com.

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

My Meetings

Subject Date Time

Weekly Team Meeting Recurring [ Start Meeting ]
Meeting to review project plan May 9, 2008 9:00 AM [ Start Meeting ]
Event Sales Training May 21, 2008 2:30 PM | Start Mesting |

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

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

Start a Meeting from Outlook

B To start a scheduled meeting from the
GoToMeeting Outlook bar

E{B GoToMesting = || &5 Mest Mow (D) Scheduls Meeting ﬁ

1. From the GoToMeeting toolbar in Outlook,

click the GoToMeeting button and select My a5 HoskaMesfing...

Meetings. _ 3% Join a Meeting...
2. On the Login window, enter your Email and

Password and click Log In. (© My Mestings...

3. On the My Meetings window, select the
meeting you want to start by clicking the
name of the meeting in the Subject column, About
and click the Start button.

Help

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

Note: If the GoToMeeting toolbar does not appear in your Microsoft Office application, see the GoToMeeting Application
Preferences section for instructions.
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Start a Meeting from IBM Lotus Notes

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

From the Actions menu in the Lotus Notes toolbar, select
My GoToMeetings.

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

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

Your meeting will start and the GoToMeeting Organizer

Control Panel will appear on the right side of your desktop.

Please see the Organizer Control Panel section for more
information

Start a Meeting from Microsoft Office

GoToMeeting® User Guide

| Actions Help
Add Recipients
Archive >
Send Memo bo Database Manager
Synchronize Address Book
Upgrade Folder Design

Tools ¥

¥iew Options L4

Meek Mow with GoToMeeting. ..
Schedule a GoToMeeting...
My GoToMeatings. ..

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

1. From the GoToMeeting toolbar in Microsoft Office, click the GoToMeeting button and select My

Meetings.

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

2. On the My Meetings window, select the meeting you want to start by clicking the name in the

Subject column, and click the Start button.

3. Your meeting will start and the GoToMeeting Organizer Control Panel will appear in the right
side of your desktop. Please see the Organizer Control Panel section for more information

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

: BB |GoToMeeting = || 45 Meet now within Word (D) Schedule Meeting

Hosk a Meeting. ..

Join a Meeting. ..

(5 My Meetings. ..
| N

Help

Abouk
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Start an Impromptu Meeting

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

Start a Impromptu Meeting from your desktop

P To start an impromptu meeting from your desktop

1. Right-click the daisy icon &8 in the Windows system tray or double-click the GoToMeeting Suite
icon on a Mac and select Meet Now.

2. Onthe Login window, enter your Email address and Password and click Log In.

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

Or

1. Double-click the daisy icon @ in the Windows system tray.

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

Start an impromptu meeting from the Web
P To start an impromptu meeting from the GoToMeeting website

Go to www.gotomeeting.com and click the Host a Meeting button.

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

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

On the Host a Meeting window, select Meet Now.

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

arONE

Start an impromptu meeting from Outlook
B To start an impromptu meeting from the GoToMeeting Toolbar in Outlook

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

2. Onthe Login window, enter your Email address and Password and click Log In.

3. Your meeting will start and the GoToMeeting Organizer Control Panel will appear in the right side
of your desktop. Audio information appears in the meeting information pane of the Organizer
Control Panel.
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Start an Impromptu Meeting from Microsoft Office

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

1.

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

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

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

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

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

Start an Impromptu Meeting from IBM Lotus Notes

B To start an impromptu meeting from the IBM Lotus Notes Actions menu

1.

2.
3.

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

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

Your meeting will start and the GoToMeeting Organizer Control Panel will appear in the right side
of your desktop. Audio information appears in the meeting information pane of the Organizer
Control Panel

Start an Impromptu Meeting from an Instant-Messaging Application

P To start an impromptu meeting from an instant-messaging application

arwnNpE

Launch the instant-messaging application.

Open a chat communication with the attendee you would like to meet.

In the Title bar, click the GoToMeeting Messenger Button and select Meet Now.

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

Your meeting starts and the GoToMeeting Organizer Control Panel appears in the right side of
your desktop. Audio information appears in the meeting information pane of the Organizer Control
Panel.
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Leave or End a Meeting

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

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

P To leave a meeting and allow the meeting to continue

1. From the File menu, select Leave Meeting.
2. Click Choose an Organizer & Leave and then promote an attendee from the drop down list to

organizer.

¥ Leave Meeting or End Meeting? - GoToMeeting @

Before you can leave, you must choose another Organizer ko run
the meeting in your absence, Otherwise, wou must end the meeting

For all,

| Choose an Organizer & Leave | [Enl:l Meeting for F'.II] [ Cancel ]

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

B To end a meeting

1. From the File menu, select End Meeting.
2. Onthe "End meeting for everyone?" confirmation dialog box, click Yes.
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The Organizer/Presenter Control Panel

When the organizer first joins the meeting the Presenter
Control Panel appears on the right side of the desktop.
The Presenter Control Panel gives organizers and
presenters access to various organizer and presenter
functions. The Presenter Control Panel is comprised of
four panes: Screen Sharing, Attendee List, Audio, Chat
and the Grab Tab. The Organizer Control Panel has a
sixth pane, the Recording pane, which can be displayed
by selecting View and then Recording from the Organizer
Control Panel Menu Bar.

Note: When the Organizer passes the Presenter role to another
attendee, the Control Panel changes and the Screen Tools section is
removed and given to the new presenter.

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

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

e The Recording pane gives Windows-based
organizers/presenters the ability to record
meetings.

e The Attendee List pane provides
organizers/presenters with a list of all meeting
attendees and enables them to make other
attendees organizers or presenters, grant or revoke
attendee privileges and dismiss attendees. This
pane also provides a handy way to invite more
attendees.

e The Audio pane provides access to the audio
settings for organizers/presenters and attendees.

e The Webcam pane provides organizers and
attendees ability to broadcasting up to 6 high-
resolution video conferencing streams while
sharing your screen.

e The Chat pane allows organizers and attendees to
communicate privately or publicly and share
websites.

e 9-" ()] 3¢

File

N

= Screen Sharing
Stopped MNo one sees your screen

Qv 080

Show My Give Change
(Bcmeen =) Keyboard Presentsr
& Mouse

= Aftendee List (3| Max 26)

E;J_ -Mu:ldla May (Organizer, Present... »

- Benny Bee
& Jackson John

Invite Others
(Edit]

- Audio
O Telephone
® Mic & Speakers Settings

49

Edit

L TTTT

= VWebcam

@ Share My Webcam

= Chat

[Type message here]

@

&l - Entire Audience w»

New Meeting
Meeting ID: 600-982-733

GoToMeeting

Options View Help 5%

Seifings

NAMES - ALPHABETICALLY -
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Screen Sharing Pane

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

presentation controls.
The Broadcasting Status field notifies presenters of the status of Screen Sharing.
The Show My Screen button starts or pauses a presenter's ability to show the entire desktop to

attendees.
e The Screen drop-down button allows the presenter to share specific application windows, or a

clean screen with meeting attendees.
e The Give Keyboard & Mouse button grants shared mouse and keyboard control to another

attendee.
e The Change Presenter button passes the presenter role to another attendee.

= Screen Sharing
Stopped[/\\)Nn ane Sees your screen

Q- 00

Show My Stop Give Change
Scresn ¥ Showing Kevboard Presenter
ST & Mouse
Start Recording | 157.3 GB remaining Settings

Share Your Desktop

P To share your entire desktop

1. Click the Screen button on the GoToMeeting Control Panel.
2. Select the preferred screen setting or a specific application.
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Fie Wiew Help B ox

= Screen Sharing

Show My op Give Change
Showing Keyboard Presenter
Crrrrin & Mouse

Show Only:

+" Screen of Main monitor 1

Screen of Main monitor 1 - CLEAN (hide icons, background & tazkbar)
Screen of monitor 2

Screen of monitor 2 - CLEAN

Both screens

Both screens - CLEAN

[, Inbox - Microsoft Quiiook
—
[fx Microsoft Excel

@@ Taskboard - Windows Internet Explorer

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

Note: The specific application sharing feature will also allow you to share one or all of your multiple monitors if you have the
hardware already set up.

Note: To change the background color of a CLEAN screen presentation, simply right-click on your desktop while you're in that mode
and pick from the available colors.

Note: If you are attempting to show a PowerPoint presentation and your screen will not advance to the next slide, click the
PowerPoint presentation displaying on-screen to bring it back into focus, then try again.
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Pass Roles to Attendees

Your keyboard and mouse controls can be temporarily File Optionz View Help mox
shared with one of your attendees or the entire group.
Simply click the Give Keyboard & Mouse button on the
Screen Sharing pane or the Grab Tab and then select Stopped Mo one sees your screen

the attendee. As the presenter you will always have 6 @

= Screen Sharing

priority control of your keyboard and mouse, and can
regain control simply by hitting a key or moving your
mouse.

Show My Stop Give Change
If you would like to pass the presenter role to one of Showing "fﬁtﬂﬂrd Fresenter
Srrman WOUEE

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

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

Request Keyboard and Mouse

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

= Aftendee Lizt (2 | Max 28)

& X = &  NAMES - ALPHABETIC -
¥ Jason W (Organizer, I V(O i M

ason rganmizer, Vep
& [kl & John 5 (Presenter) (Org - Me)

- Connected to Audio

W Mute Me

Share My Webcam

| 2 Mute 4 || & unmute 4 | E

Copy Email Address ko Clipboard
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Manage Attendees

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

Attendee List:

Displays the number of attendees and maximum number of attendees for the meeting
Indicates attendee role and color of assigned drawing tool
Mute or unmute the attendee

Mute or unmute all the attendees

Assign an attendee the role of presenter and/or organizer
Share your keyboard and mouse with

an attendee

Provide an attendee with on-screen drawing tools
Choose pen color for yourself or your attendees

Allow your attendee to see the list of other attendees
Allow your attendee to chat

Sends a chat message directly to the attendee

Copy the attendees email address to the

clipboard

¢ Dismisses an attendee from the meeting

= Aftendee Lizst (3 | Max 26)

& B - NAMES - ALPHABETICALLY v.
[wl Maddie May (Organizer, Present.. -

P 5
Sy SO Peggy Sue:

Jackson John - Audio PIN #100# Not Entered
Send Audic PIM #100# to Enable Muting

=

Make Presenter...

Make Organizer...

Give Keyboard and Mouse

Allow Drawing

Choose pen color [
v Allow Attendee List
v Allow Chat

Send Chat Message...
Copy Email Address to Clipboard

Dismiss Peggy Sue...
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When attendees join the audio portion of your meeting, they are unmuted by default. Attendees who
connect via VolIP will have a microphone icon next to their name; attendees who connect via telephone
will have a handset icon next to their name. For more information on audio options, please see

GoToMeeting Integrated Audio.

Note: Organizers should be aware that attendees will not be able to participate in the audio portion of the meeting until the meeting

is started.

Audio PIN

Everyone who joins a meeting is provided a unique
Audio PIN that, when entered, gives an organizer and
attendee muting and unmuting control. Those joining by

VolP automatically have the Audio PIN assigned to them.

Those joining by telephone are prompted to enter their
Audio PIN when they first dial in. This unique PIN is
displayed in the GoToMeeting waiting room as well as in
the Audio pane of the Control Panel.

An Audio PIN can be entered on the telephone at
anytime during the meeting by entering the # key, then
the Audio PIN, followed by the # key a second time.

= Audio

® Telephone
O Mic & Speakers

Dial: 805-879-4160
Access Code 105-%7'-‘@;.-"
Audio PIN: 49

If wvou're already on the call, press #45% now.
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e This example shows that the presenter joined via telephone entered his Audio PIN and is currently

unmuted. (a)

e This attendee joined via telephone but did not enter her Audio PIN. (b)

e This attendee joined via VolP and is unmuted. (c)

¢ Attendees who join the meeting via telephone must enter their Audio PIN so that you have full
audio controls through the Organizer Control Panel. If not entered, you can right-click the person's
name and select Send Audio PIN. This will send a pop-up message with the Audio PIN to that

person. (d)

= Aftendee List (3| Max 28)

4 X &

MARES - BY ARRIVAL TIME -

t, [l & Jason V (Organizer, Presenter, ...

[

Krigtine B
John S

[ R ]

EMutEAII” & Unn

Kristine B:

din Bk &8 Hat Entared

Send Audio PIN 2864 to Enable Muking

Make Presenter. ..
Make Organizer...

aive Kevboard and Mouse

Allow Drawing

Choose pen colar »
Allow Atkendee Lisk

Allow Chat

5end Chat Message. ..
Copy Emnail Address ta Clipboard

Dismiss kriskine B...

On-Hold Beeps and Entry/Exit Chimes

On-Hold Beeps play when an attendee connects to a meeting before the organizer has started it, unless

the organizer disables the beeps.

Entry/Exit Chimes play each time an attendee joins or leaves the meeting, unless the organizer turns the

chimes off.

To toggle On-Hold Beeps or Entry/Exit Chimes on and off, click the Edit button in the Audio pane, then

click each item to turn it on or off.

= Audio

(O Telephone

® Mic & Speakers Seftings
8 <

Edit Audic Mode...
Play On-Hold Beeps

Play Entry/Exit Chimes
-

Edit w
s
v
v
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Audio Control Icons

Audio Control Icons

R, Telephone: Unmuted (default)

Can mute/unmute self through Control Panel or telephone keypad (*6)

M Telephone: Muted

Telephone: Did not enter Audio PIN or has not yet joined the audio portion of the
meeting.

Cannot mute/unmute attendee until Audio PIN is entered.

0 VolIP: Unmuted (default)

Can mute/unmute self through Control Panel

¥ VolIP: Muted
No Not connected to audio (cannot hear audio or speak).
icon
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Organizer Audio

GoToMeeting integrated audio allows you to manage audio options before and during your meetings. If
you wish to change your own connection or your attendees' audio connection during a meeting, you can
do so from the Audio pane of your Control Panel. For more information about audio options, please see
GoToMeeting Integrated Audio.

Starting the Meeting

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

= Audio

® Telephone
O Mic & Speakers

Dial: 805-879-4150
Access Code: 109-297-601
Audio PIN: 49

If vou're already on the call, prezs #4594 now.

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

= Audio
Telephone
Dial: 805-879-4160
Access Code: 109-297-601
Audio PIN: 49

If vou're already on the call, press #4594 now.

B To switch audio formats during a meeting

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

= Audio

(O Telephone
® Mic & Speakers Settings

8 4
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B To edit audio services for your attendees

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

= Audio
() Telephone (Edit ]
® Mic & Speakers Seftings L3 Edit Audio Mode...
£00000000¢ 000000001 V| Play On-Hold Beeps
¥ | Play Entry/Exit Chimes
Mode. -
&8 Edit Audic Mode - GoToMeeting [==]

(@) Use builtn audio conferencing
(@ Provide VoIP only {requires microphone and speakers)
() Provide a conference call number only
() Provide both

(71 Pravide your own conference call information

[ oK ] [ Cancel
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Muting Audio

With GoToMeeting integrated audio, you can manage the muting and unmuting of individual attendees,
switch audio formats and keep track of who is speaking. For more information about audio options,
please see GoToMeeting Integrated Audio.

P To manage muting and unmuting during a meeting
You can mute/unmute yourself and attendees in the following ways:

Click the microphone icon on the Grab Tab to mute yourself.

Click the microphone or handset icon next to any name in the attendee list.
Right-click a name in the attendee list and select the Mute option.

Click the Mute All button to mute all attendees.
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= Screen Sharing

0o @ ¢
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{

Show My Stop Give Change
Showing Keyboard  Presenter
[ —— & Mouse
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T3] Colleen Lai (Organizer, Present... =
P 5
=agy sue Pegagy Sue:
- Connected to Audio
Mute Peggy Sue

| # Mute A |[ & unmu

Make Presenter...

= Audio

(® Telephone
' Mic & Speakers

Make Crganizer...

Allow Drawing
Choose pen color
Diz v Allow Attendee List

Access Codi , Ajllow Chat

If wou're already on

Audio PII

Give Keyboard and Mouse

Send Chat Message...
(and addit

Copy Email Address to Clipboard

Probl
S Dismiss Peggy Sue...

= Webcam

@ Share My Webcam

= Chat
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All - Entire Audience zend|(3)
Meet Now
Meeting ID: 545-507-505
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Chat with Attendees

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

The Chat Log displays the text of all public chat and chat between 2 attendees.

Share websites with attendees for easy navigation.

The Message Entry field enables input of chat text.

Send your chat message to all attendees or a specific attendee from the drop-down selection field.
The Send button transmits chat to selected recipients.

Create a welcome message to be delivered to attendees when they arrive.

= Chat %

Me (to All - Entire Audience 5

All - Entire Audience w || Send @

Mac organizers can edit welcome messages from the File drop-down menu in the toolbar.
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Invite Attendees During a Meeting

As an organizer, you can invite new attendees to meetings that are already in progress from the Attendee
List pane. Invitation methods include phone, email and copy/paste.

= Attendee List (2| Max 28}

L[ 2 MAMES - ALPHABETICALLY =

# [l & Jason V (Organizer, Presenter, ...
w John S

| # mute an || & unmute A | 1

Invite Others x

Call the person and say:

1. Go o JoinGoTolMeeting.com
2. Enter this meeting ID: 304-985-377

[Emﬂil] [Eupy to Clipkoard

P Invite attendees by phone

To invite attendees by phone, call the desired attendees and direct them to JoinGoToMeeting.com. Next,
read them the Meeting ID which can be found in the Invite Others window or at the bottom of your Control
Panel.

P Invite attendees by email

To invite attendees by email, click the Invite Others button from the Attendee List and then click the
Email button.

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

Note: The email option works with Microsoft Outlook, IBM Lotus Notes and most Windows based Email clients. If your Email
application is not supported then simply click the Copy to Clipboard button and paste the meeting information into your email
service. See Integration Preferences to learn more about Email integration.

P Copy and paste the invitation

To invite attendees using an email service other than Microsoft Outlook, click the Invite Others button
from the Attendee List and then click the Copy to Clipboard button.

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

The Control Panel Grab Tab enables organizers and presenters to minimize the Control Panel and still
access Presenter Screen Tools. There are 5 main display modes:

1.
2.

Attendees have arrived and the presenter is displaying his or her desktop and webcam.

Attendees have arrived and the presenter has paused displaying his or her desktop. In this mode,

screen sharing is paused and attendees see a frozen image of the presenter's desktop. The

presenter is still sharing the webcam.

Attendees have arrived and the presenter has paused displaying his or her desktop. In this mode,

screen sharing is paused and attendees see a frozen image of the presenter's desktop. The

webcam has been disabled.

Attendees have arrived and the presenter has stopped displaying his or her desktop. In this mode,

screen sharing is stopped and attendees return to the waiting room.

The organizer/presenter has started meeting but no attendees have arrived.

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

Hide or display Control Panel (b)

Mute or unmute the microphone or telephone from attendees. (c)

Share or disable your webcam (d)

Displays desktop to attendees.(e)

Pause your desktop so the desktop remains frozen (f)

Give Keyboard & Mouse button grants shared mouse/keyboard control to

another attendee (g)

Pass the presenter role to another attendee (h)

o Draw, highlight and place arrows on the screen, as well as use the spotlight and clear all
markings (h)

Attendees Attendees Attendees Attendees
arrived, arrived, arrived, arrived,
presenting presentation  presentation  presentation Mo Attendees
desktop and paused and  paused and  stopped and  have arrived
gharing sharing webcam sharing (5)
webcam (1) webcam (2)  stopped (3)  webcam (4)
3 — — — — S
b — &3 =
- —d v v et r
M = = = =
* —dd w " = =
: —@Q @ @ &
" —Q e © © ©
@ @ @ —
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Drawing Tools

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

Note: Drawing tools are not currently available on Windows 8.

No drawing tool selected (a)

Click and drag to draw on the screen (b)

Click and drag to highlight in yellow (c)

Allows the presenter to draw attention to an area
of the screen without leaving a mark (d)

Drawing Tools:

e Places an arrow on the screen (only one arrow 3 ———/ [p Hormal nen-drawing mode
at a time) (e) i —— pPen
o FErases all presenter and attendee drawings (f) L ——  &Highuighter
¢ Enables Attendee Drawing Tools during a o - Spotight
meeting (Q) B —— sPamow
Customize the color of the pen tool (h ¢
° P ( ) f Erase al dravangs
Note: Press the Shift key with any drawing tool to make a straight
line. £ —  Attendess can draw (f checked)

Note: Only the presenter can erase drawings. Drawing will pause for h —M
attendees anytime the presenter pauses the presentation. —_—

The Drawing Tools feature is currently only available for meetings hosted by Windows users.
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Choose Pen Color

The Drawing Tool feature can be customized to display a preferred pen color while interacting with the
screen. Once enabled, you and your attendees can modify the pen color either from the Drawing Tool
button on the Grab Tab or by right-clicking on a name in the attendee list.

= ﬁyldss Lizst (2| Max 28)

(] - HAMES - ALPHABETICALLY -

# Il m Jason vogt (Organizer, Present..,
& John 5

John 5;

Lleed LU L

Mute John 5
Make Presenter...
# Wute All || & Ur Make Crganizer. ..

Give Keyvboard and Maouse

Alloow Drawing /
Choose pen colar »

v Allove Attendes Lisk
v Allov Chat

Send Chat Message. ..
Copy Email &ddress to Clipboard

Cismiss John ...
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Menu Bar - Windows Users

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

File Menu

From the File menu, Windows-based organizers can edit how their names and email addresses are
displayed to attendees. They can change the meeting subject, save the chat logs of their meetings as
.RTF files to their Windows and access Preferences while in session. Organizers can also exit meetings
without ending them (they must first make another attendee an organizer) or exit meetings and end them.

File
Edit Your Mame and Email. ..
| Edit Meeting Subject. ..
Save Chat Log...

Preferences, .

Exit - Leave Meeting
Exit - End Meeting

Options Menu

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

Options [

v Attendees Can Chat

v Attendees Can View Attendee List
v Attendees Can Share Webcams

View Menu

From the View menu, organizers can record the meeting. Organizer can also return the Control Panel
layout to its default settings or save the current layout.

With Auto-Hide the Control Panel checked your Control Panel is set to collapse automatically after 10
seconds of inactivity. To disable this feature, deselect the Auto-Hide the Control Panel option in the
View menu.

\-'fiE'\‘i'
Recording

Auko-Hide the Control Panel
Hide Control Panel

Default Contral Panel Lavout
Save this Startup Layout

Help Menu

The Help menu provides access to the online GoToMeeting help file, Audio Feedback and GoToMeeting
software version information.

Help

GoToMesting Help
Send Audio Feedback. ..
Abouk GoToMeeking
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Toolbar - Mac Users
The GoToMeeting menu allows Mac-based organizers to manage their preferences and end a meeting.

GoToMeeting Menu

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

Abhout GoToMeeting

Preferences... 38,

CoToMeeting >
CoToWebinar [ 2
Services »

Hide GoToMeeting #H
Hide Others 3#H

Quit CoToMeeting #Q

File Menu

The File menu allows organizers to edit how their names and email addresses are displayed to other
attendees, save the meeting chat logs as .HTML files and leave meetings.

Edit Your Name and Email...
Save Chat Log...

Leave Meeting

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

Audio Menu

The Audio menu provides organizers another option for managing their audio settings. They can mute
themselves, switch between telephone and VolIP if enabled and select their audio input/output.
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| Mute Me {r3EM

Use Telephone
v Use Mic & Speakers

Audio Input [
| Audio Output [ 2

Help Menu

The Help menu provides access to the online GoToMeeting help file and to GoToMeeting software
version information. There is also an option to leave feedback on the audio quality.
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Labs Menu

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

Enable Lab Features

1. Click File in your Control Panel.
2. Select Labs.

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

&P Labs - GoToMeeting = |

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

Agree ] [ Cancel

4. You will then see the available lab features under File in your Control Panel. Select a feature to
enable it, and a check mark will appear next to it. Select it again to disable it.

Fiz Options View Help @~ 2 %

=

Edit Your Name and Email...
Edit Meeting Subject...

Save Chat Log...

Preferences...

Labs k| ¥ Video Sharing

Biit - End Meeting v Profile Pictures  [Drop your image file onto Attendee Pane]

TG

v Allew Pane Undocking
¥ Allow Sharing a Rectangle [new Show My Screen menu items]
FOR INSTRUCTORS OMLY: Show my Control Panel to attendees during screen shaning

= Webcam and Video

CCORERTL

@ O &=

Available Lab Features

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

e Profile Pictures - If you select the Profile Pictures option,presenters and attendees on Mac and

Windows can assign themselves a profile picture by dragging and dropping an image file onto the
Attendee pane.

= Aftendees: 1 outof26 "y

e NAMES - ALPHABETICALLY ~

' AT
T m.ﬂtﬁfya Attendee (Organizer...

¢ Allow Pane Undocking - If you select the Allow Pane Undocking option, organizers and attendees

on Windows can undock panes from the Control Panel by clicking the Undock icon ®/in the pane.
They can click the Dock/Undock icon to re-group a pane back into the Control Panel, or group
undocked panes with other undocked panes by dragging and dropping them together.
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Fie Options View Help @)~ 2 x | = Webcam and Video
Meet Now
Mecting D: 109.068-000 @ % (Fiebsams <)
GoToMeeting ShareMy  Sharea Video
Webcam
= Aftendees: 1outof 26 2
& R NAMES - ALPHABETICALLY ~

.-1__ A
L) |.- Alifya Attendee (Organizer...

-

y & Wute Al || & Unmute Al Invite: Oth
ST il L | | [ovteoters)|
Stopped Mo one sees your screen .
= Audio 2
® Telephone
= (\!@) O Mic & Speakers
Show H:.r Stop Change Dial: +1 (805) 8794125
Showin 'ce!"tm"’ Presenter Access Code: 109-668-000
Soeen S Mouse Audio PIN: 37
18.7 GB remaining Sattingy | If you're akready on the call, press #37# now.

¢ Allow Sharing a Rectangle - If you select the Allow Sharing a Rectangle option, presenters on
Windows can share a specific, rectangular portion of their screen (rather than their entire screen)

by going to the Screen Sharing pane, clicking the Show My Screen drop-down menu and selecting
Rectangle.
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File Options View Help @~ EY
= Screen Sharing

Stopped Mo one sees your screen

Q ¢

Show My Stop Give Change
Rectangle *| Showins Kevboard Presenter
Show Only:

E »" Screen of Main monitor 1

Screen of Main menitor 1 - CLEAN (hide icons, background & taskbar)
Screen of Main monitor 1, without Control Panel

Screen of Main menitor 1, without Control Panel - CLEAN

Screen of monitor 2

Screen of monitor 2 - CLEAN

Both screens

Both screens - CLEAN

(W] Labs (2).docx [Read-Only] - Microsoft Word
E New Version Available - GoToMyPC
Office Communicator

Wam | TN T

¥ Registry Editor
& Spotify

Rectangle

o Lo | (1

Rectangle - But, hide my icons & tazkbar

—

# Mute Al ][ & Unmute Al ] Invite Others

= Chat

[Type message here] -

All - Entire Audience Send (@

Meet Now
Meeting I0: 108-308-330

GololVeeting
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e Presenters can move the rectangle anywhere on the screen and resize it to fit certain
sections that they want to share. In order to see other rectangle sharing options, presenters
can right-click the rectangle frame.

e Show Control Panel to Attendees - If you select the Show Control Panel to Attendees option,
presenters on Windows can show their Control Panel to attendees while screen sharing if they
wish to demonstrate how to use or navigate the Control Panel (typically, the Control Panel is
invisible to attendees) . Presenters must remember to turn this feature off when they are done
instructing so as to not confuse attendees.
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Record and Play a Meeting

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

Notes on Recording and Playing a Meeting

Note: Although you can record screen sharing and audio, you cannot record webcams at this time.

See the System Requirements section of this guide for requirements to record a meeting.

Before recording a meeting, an organizer must set recording preferences, including selecting the audio
format and recording media format (either GoToMeeting format or Windows Media Player format on a
Windows, and .MP4 format on a Mac). If the Windows Media Player format is selected, GoToMeeting will
begin an automatic conversion process immediately after a meeting has ended. Allow time for the
conversion to take place. The time needed is dependent upon video content, CPU speed and amount of
memory available.

To record the audio portion of your session, an organizer must have a sound card installed on his or her
computer. To record using the GoToMeeting integrated audio feature, an organizer can use the telephone
or a microphone connected to his or her computer. To record using the organizer's private audio service,
an organizer must have a phone patch connected to both the phone and the "mic in" port of his or her
computer.

Only 1 recording file is created per meeting. This means that if an organizer clicks Record to start the
recording, then stops the recording and subsequently restarts the recording during the course of one
meeting, GoToMeeting will continue recording to 1 meeting recording file.

The default destination location to save a recording defaults to the My Documents folder. An organizer
can change the destination location but only before beginning recording. It is recommended that the
designated location has a minimum of 1GB of free space on Windows and 5GB on Macs in order to
accommodate the recording. For optimum recording performance and in-session experience, it is
recommended that you select a location on your local hard drive.

Note: We recommend having 2 organizers record the session in case 1 organizer encounters any issues that may potentially disrupt
the recording.

© 2013 Citrix Online, LLC. All rights reserved. 108



GoToMeeting® User Guide

Record a Meeting

The Desktop Recording and Meeting Playback feature is only available to scheduling organizers or
promoted organizers.

Note: We recommend having 2 organizers record the session in case 1 organizer encounters any issues that may potentially disrupt
the recording.

Note: Although you can record screen sharing and audio, you cannot record webcams at this time.

Note: To avoid a recorded meeting with a blank screen, please ensure the presenter initiates some type of screen action (such as
advancing a presentation slide) after clicking the Start Recording button. If recording begins before the presenter shares his or her
screen and there is no screen action then the finished recording will only include a blank screen and audio.

P To configure recording settings
1. From the Recording pane click theSettings link.

-
= Screen Sharing

Stopped Mo one sees your screen

Q- 00

Show My Stop Give Change
Soresn v Shaowing Kevboard Presenter
ST & Mouse
Start Recording | 196.2 GB remaining Settings

2. From the Recording Preferences section:

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

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

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.

© 2013 Citrix Online, LLC. All rights reserved. 109



GoToMeeting® User Guide

¥ Preferences - GoToMeeting,

Catmgory Recording

Start Lip

Ganeral Sl

Mot (2} Dont record auda
Inkegrations D

Cncoetion (%) Usee GoToMesting Audio Service
Buschio

Records everyone who spesls (via microphone or telephone).
(e your own sudi service

Requires & physical input device, A mecropheons wall record just your
wice, & phone patch devics will recond everyones who spesks,

Heed sudic help?
Video
() Recard in GoToMesting Formst
Ho addtional processing times, GoToMesting users Can vl Using

Wirsdowes Madis Plinrer 9 or sbave, Non-GoTobesting users must
irestall & video codec first bo view,

{71 Conwert o Windows Media Flayer Fie

Piaguires additional processing time after reconding, but allows
afiporss ko visw usineg Windows Media Player 9 or sbove without

ackltional steps.,
LERrn s
Sl i
H
[ ox ]| conew |

3. Click OK.

Note: If you are using VolP, see the GoToMeeting Integrated Audio section for information on testing your audio device.

Note: For optimum recording performance and in-session experience, it is recommended that you select a location on your local
hard drive.

Note: You cannot change the input device setting or the "Save in" location setting once you have started to record a meeting. If you
do not specify a destination location, the default is My Documents.
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B To record a meeting

1. Click Settings in the Recording pane and confirm that your Audio and Video options are set
appropriately. For detailed Audio and Video options, click on the Need Audio Help link and Learn
More links respectively.

In the Save in section, click the Browse button to identify where you would like to save your
recording.

Click OK to save your settings.

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

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

Click File and select Exit - End Meeting.

n

ook w

File Options View Help & %

= Screen Sharing

Give b
Keyboard Pre
& Mouse

GoToMeeting participants now see "This session is being recorded" at the bottom of the Control Panel
when a session is being recorded.

Note: Although you can record screen sharing and audio, you cannot record webcams at this time.

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

Note: You must have at least 500 MB of space on the destination drive to record a meeting. If you have less than 500 MB of
available space, GoToMeeting will display a warning when recording begins. If space drops to 100 MB, recording will be
automatically stopped and you will receive a warning message. If you have selected to convert your recording to Windows Media
format, you will need 1GB (twice as much space).The Remaining field in the Recording pane refers to the amount of space available
for recording that is listed in the Recording Preferences Save In field.

GoToMeeting Recording Manager (Mac)

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

Note: If you're a Mac organizer using GoToMeeting v5.2, your recordings will be saved as .MP4 files.

Recording sessions on Macs is only available if you're running Mac OS X 10.6 (Snow Leopard) or higher
with GoToMeeting 5.2 or higher.

Convert Your Mac Recordings

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

Your recording needs to be converted before anyone
can view it

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

F b
( NotNow ! ( Convert Recording )

@ Recordings You MNeed To Convert

['—J Converted Recordings

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

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

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

Your recording needs to be converted before anyone
can view iL

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

Recordings You Need To Convert

' [ | Session Title Date and Time
E’f Meet Now Mar 20, 2012 11:00 AM m
g Meet Now Mar 27, 2012 12:59 PM i

; b Y
Ii Convert Recordings |

E Converted Recordings

| Session Title Date and Time

Meet Now 3-20-12 10.48 AM Mar 20, 2012 10:48 AM Q]
Meet Now 3-20-12 10.58 AM Mar 20, 2012 10:58 AM Q]
Meet Now 3-20-12 11.01 AM Mar 20, 2012 11:01 AM [C,)

. Y
I': Open Recordings Folder |

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

1% Complete { Cancel )

@ Converted Recordings
Session Tivle Dare and Tirme
Meet Now 3-20-12 10.48 AM Mar 20, 2012 10:48 AM (. ]

{ Open Recordings Folder |

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

Note: GoToWebinar organizers can't currently archive Mac recordings.

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

GoToMeeting creates 1 recording file per meeting. If you stop and start a recording during the course of a
meeting, each recorded segment will be appended to the recording file in progress for that meeting.

P To replay a meeting recorded on a Windows in the GoToMeeting format

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

2. Navigate to the directory that is listed in the Save in: field under the Preferences Recording tab.
3. Click the file name to start the replay.
4. Press Alt and Enter on your keyboard at the same time to maximize the Viewer Window for best

replay quality.

Note: You must have GoToMeeting installed, or download the GoToMeeting codec to view a meeting recorded in the GoT oMeeting
format. Learn how to install the GoToMeeting codec.

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

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

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

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

4. Click the file name to start the replay.

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

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

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

P To replay a meeting recorded on a Mac in .MP4 format

1. After converting your recording using the GoToMeeting Recording Manager, either click the
Magnifying Glass icon @ next to a converted recording or click Open Recordings Folder to open
the location where your converted recordings are stored (by default recordings are stored in
/Users/<current user>/Documents/Recordings).

2. You can play the recording on a Mac by double-clicking the .MP4 file in Finder. You can share
the .MP4 file via email, YouTube, Vimeo, etc., and anyone can view it.
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Distribute a Recorded Meeting

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

P To distribute a recorded meeting in the GoToMeeting format
1. Deliver the recorded meeting by email or FTP or post to a website.
2. Recipients must have Windows Media 9 or higher to view the recorded meeting.

3. Ask recipients to install the GoToMeeting codec at http://www.gotomeeting.com/codec if not
already installed or if recipients are not running the GoToMeeting software on their computers.

P To distribute a recorded meeting in the Windows Media format

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

2. Recipients must have Windows Media 9 or higher to view the recorded meeting.
P To distribute a recorded meeting in .MOV format

1. After converting a Mac recording using the GoToMeeting Recording Manager, you can share
the .MOV file via email, YouTube, Vimeo, etc. On the Recording Manager, either click the
Magnifying Glass icon @ next to a converted recording or click Open Recordings Folder to open
the location where your converted recordings are stored.

Note: If you're a Mac organizer using GoToMeeting v5.2, your recordings will be saved as .MP4 files.

2. Send and/or upload the recording wherever you'd like. Anyone can view your recording.
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Since GoToMeeting does not include editing software, a third-party editing tool such as TechSmith Camtasia® is needed to edit
your recorded meeting or Webinar. Some editing tools, including Camtasia v7 or earlier, may require that you first re-encode the file
with a tool such as Microsoft's Expression Encoder®.

Re-encode with Expression Encoder

P To download and install Microsoft's Expression Encoder

arwnE

NE 4

Click this link: Expression Encoder.

Click Download on the Microsoft Expression Encoder web page.

Click Run or Install at the prompt.

Click Run at the Security Warning prompt.
Follow the Setup Wizard to complete installation.

re-encode your recording using Expression Encoder

Open Expression Encoder.

From the File menu, select Import
and navigate to your recording.

Locate the Encode tab on the right-
side of your screen and expand the
Video pane.

Configure the settings as needed but
we recommend setting the Video
Output Format to VC-1 Main.

We also recommend setting Size

Mode and Video Aspect Ratio to
Source.

Select the Output tab and choose a
location for the saved file.

From the File menu, select Encode.
Processing time will depend on length
of recording, output settings and your
system hardware. Once re-encoded
the file is ready for editing.

Encode *  Clips  Enhance  Metadata  Output
Output Format.  Windows Media
¥ Videa WC-1 Main

 Audio WMA Professional

L5 -

. ¥ Video

Mode
Buffer Window
Frame Rate

Key Frame Interval

rreate separate file per stream
Video Aspect Ratia  Source g

Display =)
Force square pixels
Pixel Aspect Ratio 1:1
Resize Mode Letterbox

b
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Install GoToMeeting Codec

The GoToMeeting codec allows you to watch recorded meetings using Windows Media Player 9 or higher
without subscribing to GoToMeeting. By using the GoToMeeting codec, attendees can view recordings of
meetings in the GoToMeeting format.

To install the GoToMeeting codec:

1. Go to the Install GoToMeeting Codec page.

2. Click the Install GoToMeeting Codec button.

3. When prompted, click Save.

Note: Mac users cannot view recorded meetings in the GoT oMeeting codec format and should download the Windows
Media Components to view recorded meetings.

To uninstall the GoToMeeting codec:
1. Go to your Window's Start menu.
2. Click Control Panel.
3. Select Programs and Features.

4. Find GoToMeeting from the list and right click the title and click Uninstall.

Locate a Recorded GoToMeeting, GoToWebinar or GoToTraining

When you record a meeting, the recording is saved on the same computer from which you hosted the
meeting. You must be present at this computer to locate your recording.

Note: Meetings are not recorded automatically. You must click the Start Recording button on the GoToMeeting, GoT oW ebinar or
GoToTraining control panel in order to record your session. See Record a Meeting for more information.

P Find your saved recordings (Windows)
The location of your recorded sessions can be managed from the GoToMeeting > Preferences.

Note: The default location for recorded meetings is the My Documents folder on PCs. On Macs, the default location where
recordings are stored is /Users/<current user>/Documents/Recordings.

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

Jain...

Preferences...

About...

Leg Out
Exit

< ML FE Gl 1000 AM

1. Right-click the daisy icon &8 in your system tray and select Preferences.
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2.

Select the Recording category in the left navigation.
3.

The location of your recorded meetings is available at the bottom of the screen.

BB Preferences - GoToMeeting

Category Recording
Start Up
Ausdio
()| @ porit record audio
TEgratE |
Eﬁrﬁm @ Use GoToMeseting integrated audio

[ Records everyone who speaks (via microphone or telephone),

Use your own audio service

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

Need sudso help?

Video

@ Record in GoToMeeting format

Mo processing time, but some users may need to install a codec
before viewing in Windows Media Player. Not Mac compatible.

Convert to Windows Media Player file
Requires additional processing time after recording, but allows
aryone to view using Windows Media Player,

Leann more

Save in:

ﬁ C: Wsers Kyl \Doouments

P Locate your recording in the folder (Windows)

1. Navigate to the same folder listed in the Recording preferences window.
2. The saved .WMYV file includes the date, time and title of your meeting.

In the example below the recorded meeting was held 12/28/10 at 10:04. The name of the meeting
was Example. The file name for this meeting is 2010-12-28 10.04 Example.wmv.
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GOUW ¥ KEyle » Documents - |“f|r:'rf:r{h

Eavork . Hame : Diate modified Type Size
B Dot @ 2010-12-28 1004 Example 12/28/201010:05 .. Windows Media A)
B P '+ ChatLog Mac 05 X Terminal Tricks 2010 08 03 21 .. 8/3/2010813PM  Rich Text Docume...
et ' ChatLog Meet Now 2010_04_2017_56 4/20/20104:56 PM  Rich Text Docume...
B Music 5 ChatLog Meet Now 2010_06_24 08_26 6/24/20107:26 AM  Rich Tet Docume...
More ik % ChatLog Meet Now 2010_08_18 16_57 B/18/2010 3:57 PM  Rich Text Docume..
Folders s b Chatlog Webinar Now 2010_12_2015_50 12/20/2010 350 PM  Rich Tedt Docume...
B ccsLab _ % Chatlog Webinar Now 2010_12_20 16_06 12/20/2010406 PM  Rich Text Docume...
u (€9256007-de = (Bl disco 7/2/20101:56 PM  VBScript Script File
K \
. Contacts
W Desktop
I- Documents . = '

ML

10 tems

B Locate your saved recordings (Mac)

1. By default recordings are stored in /Users/<current user>/Documents/Recordings. Open Finder,
and navigate to /Users/<current user>/Documents/Recordings.

You can also find your converted recordings in the Recording Manager - either click the Magnifying
Glass icon @ next to a converted recording or click Open Recordings Folder to open the location
where your converted recordings are stored.

2. To change where recordings are saved, open Preferences - GoToMeeting > Recordings >
Choose to browse for a new location.

aRalla L Recordings
“ 2z [ mm | o o - Gl
 DEVICES Mame 4 Dame Modified Size | Kind "
=) Mac HD B Meer Now 3-20-12 10.48 AM.mp4 Today, 10:51 AM 2 ME MPEG-4 movia
E iDisk B0 Meet Now 3-20-12 10.58 AM.mp4 Today, 11:07 AM 4ME  MPEG-4 movie
T EE Meet Now 3-20-12 11.01 AM.mp4 Today, 11:08 AM ZIME  MPEG-4 movie
* SHARED | Meer Mowl 332266426 1emp_audio Today, 11:00 AM 524KE  Temp..ioFile
¥ PLACES Meet Nowl 332266426 temp_video Today, 11:00 AM jaMe Temp ...eo File
¥ SEARCH FOR
.‘_i_ Today
(L) Yesterday
£} Past Week
(] A1 Images
[ AN Movies
All Documenits
£ - 22
5 items, 50009 GB available
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Download Windows Media Player
In order to record a meeting, you must have Windows Media Player 9 or newer.

P To download Windows Media Player

1. Go to the Microsoft Windows Media Website and follow the prompts to download the most recent
version of Microsoft Windows Media Player.

Note: Meeting recording requires Windows Media Player 9.0 or higher. Windows Media Player 9.0 currently supports Windows®
2000, XP Home, XP Pro and 2003 Server; therefore, these are the operating systems required for recording with GoT oMeeting.
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Attending Meetings

Attendee Role Overview

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

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

Join a Meeting

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

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

B To join a meeting from an email invitation, Outlook or Lotus Notes meeting appointment or
instant message

Open the email, appointment or instant message that contains the meeting invitation.
Click the link provided in the email to join the meeting.

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

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

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

arwONE

Upon clicking OK in the Name and Email dialog, you will be entered into the meeting. The
Attendee Control Panel and the GoToMeeting Viewer window will appear.

P To join a meeting from the GoToMeeting website

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

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

2. Click the Join Meeting button.

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

4. On the Join a Meeting window, enter the meeting ID you received from your meeting organizer.
5. If requested, enter the meeting password provided by your meeting organizer.

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

Upon clicking OK in the Name and Email dialog, you will be entered into the meeting. The
Attendee Control Panel and the GoToMeeting Viewer window will appear.
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P To join a meeting from your desktop

1. |If you are an organizer and GoToMeeting is already installed on your computer, you can right-click

the daisy icon &8 in the system tray or double-click the GoToMeeting icon on a Mac and select
Join a Meeting.

On the Join a meeting window, enter the meeting ID you received from your meeting organizer.
If requested, enter the meeting password provided by your meeting organizer.

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

Pwn

Upon clicking OK in the Name and Email window, you enter into the meeting. The Attendee
Control Panel and the GoToMeeting Viewer window appear.
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P To join a meeting from your iPad, iPhone or iTouch

Download and install the GoToMeeting App.

Open the GoToMeeting app.

Enter the Meeting ID provided to you by the organizer.

Enter your name, email and press Join.

Once you press join, you will connect to the meeting. You can communicate using VolIP through
your iOS device's built in mic and speakers or stereo headphone jack.

Note: The meeting ID number is the 9-digits at the end of a link to join a meeting. If you have received a link to join a meeting (ex:

https://www1.gotomeeting.com/join/123456789) do not click on the link to join the meeting. You will need to open the GoToMeeting
iPad app and enter 123456789 as the meeting ID.

arwnpE
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Attendee Viewer and Control Panel

Once attendees join a meeting they see 2 GoToMeeting attendee components, the GoToMeeting Viewer
window (a) and the GoToMeeting Attendee Control Panel (b).

3 b

g b e b T T v - aflidm
= ct— =
N L TUR

Meet Now

Organiger. Joson ¥ | Pressnber. Jassn ¥
[ P S TR PP (I F g T —

Dol WE-ETS-EHR
A Cade i FiR-J00
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Attendee Control Panel

When attendees first join a meeting, the Attendee Control Panel appears on the right side of their
desktops. The Attendee Control Panel gives attendees access to various meeting functions and is
comprised of 4 panes: the Attendee List Pane, the Audio Pane, the Chat Pane, and Grab Tab.

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

The option to disable the auto-hide feature on the Control Panel is only available to attendees using
Windows.

e Attendee List Pane - If enabled by the organizer, provides a list of all meeting attendees.

e Grab Tab - Enables attendees to minimize the Control Panel to the side of their desktops and still
access Viewer tools.

e Audio Pane - If the organizer has given attendees a choice in how to join the audio portion of the
meeting, you can switch between using Mic & Speakers (VolP) or Telephone.

o Webcam Pane - If enabled by the organizer, up to 6 participants can share their own webcam.

e Chat Pane - If enabled by the organizer, allows attendees to chat with other attendees, either
individually or all at once, or with just the organizer or presenter.

e Meeting Information - Provided for quick reference.
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File Options View Help u x|
— | = Sereen Sharing
Stopped Mo one sees your screen
° Show My  Sie Give Change
(Bemef™] sicue;  Keyboard  Presenter
@ e & Mouse
1.4 G5 remaining -
e - Aftendee List (3] Max 26)
. T MAMES - AL PHABETICALLY =
¥ = Maddie May (Organizer, Present...
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| & Jackson John
Invite: Others
= Audio
(O Telephone
@ Mic & Speakers Settines
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= Webcam
@ Share My Webcam
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All - Entire Audience [v][send®
NHew Meeting
Meeting ID: 600-982-733
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Attendee Control Panel Menu Bar - Windows Users

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

File Menu

The File menu allows Windows-based attendees to edit how their names and email addresses are
displayed to other attendees, save the meeting chat logs as .RTF files, manage their preferences and exit
meetings. From the Preferences menu, attendees can allow or forbid bubble messages to appear when
another attendee chats or when GoToMeeting notifies them of system-related actions such as attendees
joining or leaving a meeting.

. FiI&I
Edit Your Mame and Email...
Save Chat Log...

Preferences...

Exit - Leave Meeting

View Menu

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

Wiew |
v Full Screen
Window

v Auto-Hide the Control Panel
Hide Control Panel

Default Control Panel Layout
Save this Startup Layout

Help Menu

The Help menu provides access to the online GoToMeeting Help file and to GoToMeeting software
version information. There is also an option to leave feedback on the audio quality.
Help
GoToMeeting Showcase Help
Send Audic Feedback...
About GoToMeeting Showcase
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The Attendee Toolbar - Mac Users

The Attendee toolbar allows GoToMeeting attendees to easily access and manage their GoToMeeting
settings.

GoToMeeting Menu

The GoToMeeting menu allows attendees to manage their Preferences and exit GoToMeeting.

Abhout GoToMeeting

Preferences... 38,

CoToMeeting >
CoToWebinar [ 2
Services »

Hide GoToMeeting #H
Hide Others 3#H

Quit CoToMeeting #Q

File Menu

The File menu allows attendees to edit how their names and email addresses are displayed to other
attendees, save the meeting chat logs as .HTML files and leave meetings.

Edit Your Name and Email...
Save Chat Log...

Leave Meeting
View Menu
The View menu enables attendees to select how to display the Viewer window on their desktops.
| Full Screen
v Window

Audio Menu

The Audio menu provides attendees another option for managing their audio settings. They can mute
themselves, switch between telephone and VolP (if enabled) and select their audio input and output.
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| Mute Me {r3EM

Use Telephone
v Use Mic & Speakers

Audio Input [
| Audio Output [ 2

Help Menu

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

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

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

Click to hide or display Control Panel (b)

Click to mute or unmute yourself (c)

Click the Webcam button to start or stop displaying your webcam (d)
Click the View button to change display modes (e)

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

Attendee Grab Attendee Grab Attendee Grab
Tab with Tab with Tab with
Viewer in Viewer in Full- Drawing Tools

Window Mode Screen Mode Enabled by

Presenter

= ol <l
iC-X-N o -
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Attendee Drawing Tools

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

B To use a Drawing Tool

1. Click the Select Drawing Tool button on the Attendee Grab Tab.
2. Select the desired tool from the Drawing Tools drop-down menu.

Drawing Tools:

v .,-Nurmﬂlnun—l:lrﬂwing mode —
& Pen 9
&High"ghter i

I:DArruw

Choose pen color k

Note: Once the drawing feature is selected, you can right-click anywhere on the Viewer window to change the drawing tool or return
to non-drawing mode.

Note: The pen color can be changed from the Drawing Tools drop-down menu.

P To disable a drawing tool

1. Click the Select Drawing Tool button on the Attendee Grab Tab.
2. Select Normal non-drawing mode.

Or

1. Right-click/Control-click anywhere on the Viewer window.
2. Select Normal non-drawing mode from the Drawing Tools drop-down menu.

Or

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

© 2013 Citrix Online, LLC. All rights reserved. 132



GoToMeeting® User Guide

Chat with Other Attendees

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

The chat log displays the text of all public chat and chat between two attendees. (a)
The Message Entry field enables input of chat text. (b)

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

The Send button transmits chat to selected recipient(s). (d)

= Chat
Jazon % (to All - Entire Audience ey
g Here's the link | mentioned earlier.

whwnw gupport.gotomeeting. com

Me (to Presenter Onhy):
Thank you

Presenter Only P w || Send
. e
/ .
o /
P To chat with attendees

1. Select the desired recipient(s) from the Send Chat to: drop-down selection field.
2. Enter desired chat message in the Message Entry field.
3. Click the Send button.

P To reply to a chat message
1. Select the desired recipient(s) from the Send Chat To: drop-down selection field.
-or -
Click the attendee's name within the Message Entry field.

2. Enter desired chat message in the Message Entry field.

3. Click the Send button.

B To save a chat log

1. Under the File menu, select Save Chat Log.
2. This opens the Save Chat Log to a File window that allows you to store the file locally. Then
browse to the location where you would like to save it.

B To auto-save chat logs

1. Click the General category on the GoToMeeting Preferences window and select Chat Logs.
2. Inthe Save in: box, click Browse and select the desired directory.
3. Click OK.
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Attendee Viewer Window
The Viewer window is where the image of the presenter's desktop is displayed to attendees. The Viewer

window can be displayed in either a Window Mode or a Full-Screen Mode.

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

EE GoTollestng Vewer

Ndw vl g JEion Ve sl

“n iz

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

P To change the Viewer window mode

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

e Select Window or Full Screen from the View menu on the Control Panel.
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1 File View Help = |\ O | ¢

Full Screen

= -A
v

(@Rl -~ “Window k
i
2L v Auto-Hide the Contral Panel

— &@0  Hide Control Panel

@ Default Control Panel Layouk
Save kthis Skartup Layouk
i,
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Share Presenter Mouse and Keyboard

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

When an attendee is given shared control, the GoToMeeting application notifies all attendees of the
change in control by providing a System Bubble Message.

Jason Vis the new
Fresenter.

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

At any time during a meeting the presenter may pass the presenter role to any other attendee allowing
the designated attendee to share the presenter's desktop screen.

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

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

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

! You're the Presenter - GoToMeeting @

] You have been made the Presenter, <k

— ]
| -----________p|.=_-ase close confidential windows. A "’/

T : -
when ready: | Show My Screen j

Mot ready? Click close ¥ in top right corner,

Become an Organizer

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

When an attendee is promoted to the role of co-organizer, the GoToMeeting application notifies the
attendee of the change by providing a System Bubble Message and updates his or her Control Panel and
Grab Tab with Organizer Tools.

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

Erian is nowy an Organizer.
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Leave a Meeting
An attendee may leave a meeting at any time.

B To leave a meeting

1. From the File menu on the Attendee Control Panel, select Exit - Leave Meeting.
2. Click Yes on the Leave Meeting? window.

Mac users:

On the GoToMeeting menu bar, select GoToMeeting > Quit GoToMeeting; or, select File > Leave
Meeting. You may also click the red X in the top-left corner of the Control Panel and Viewer window.
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The GoToMeeting Organizer Website

View your account information, scheduled meetings and meeting history by logging into the
GoToMeeting website. Learn how to schedule an upcoming meeting from the Schedule Meetings section.

Log In to Your Organizer Website
To access the organizer website features, organizers must first log in.

P To log in to your organizer website

1. Go to www.gotomeeting.com.

2. Enter your email address and password and click Log In.

My Account

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

P To edit account information

1. Log in to the organizer web site at www.gotomeeting.com.

2. Inthe left navigation, select My Account.

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

Your Collaboration Portfolio Annual Plan will renew on Mar 1, 2013.
& Toreview other plan oplions or select a different product, visit Plan Selechon.
® To turn off automatic renewal, go to Billing Information and update your Subscription Options,

Questions? Contact Global Customer Support 24 hours a day, 7 days a week

My Account Details

Account Status: Aclive Plan: CoBaboration Porifolo Annual Plan
First Name: Last Name:

I | I |
Daytime Phone: Company Name:

| | | |
Email Address:

| |

New Password: Re-Type New Password:

Password must contain: 3-32 characlers and both letters and numbers.

Time Zone:
| (GMT-08:001 Pacific Tme (US and Canada): Tiuana (=]

Automatically observe Daylight Saving Time,
(Does nat apply to all time zones)

Email Communications
[7] Receive occasional Colaboration Portfolio product updates and offers.

To change the above account information, enter your curment password and click
Save.

Current Password:

’ Save Changes
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Change Account Password

For improved security you may want to occasionally change your account password. If your account has
a company administrator, he or she may require you to change your account password on a regular
basis.

P To change your account password

Log in to www.gotomeeting.com and select My Account in the left navigation.
Enter and confirm your new password.

Enter your original password .

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

Log Out r,..f' My Account
Ly AcCounk

R NS

L] My Megings
& o My Account Details
* Suppor
<] ﬁ Lly \Wabanarg First Hami: Last Hama:
o # Ly Tranings |
_!;'mnﬂ. _A.dd:rﬂs::

\Imw?as-smrd: Ria-Type Hivw Passweond:

Password must containe 3-32 characters and Both keflars and
Furnbgds

Time Zone:
GIMT-08.00 ) Pacific Time (US 3ad Canadal Tijudna w

[F] Automacally gbsenae DayEght Sadng Time
{Dioes mot apply 1o all e 2ones

To change the above accound Informalon. enber your cusmend passwond

\ and click Save
Currénl Passwond

| Smve Changas |

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

The Audio Settings section of the organizer website allows you to set your default audio preferences.
Choose between Voice over Internet Protocol (VolP), long distance and/or toll-free. If you select more
than one option, your attendees have the choice of dialing in with a provided conference call number or
connecting with VolP. For international attendees, set your default countries by clicking Edit.
Alternatively, you can provide your own conference call number(s) in this section or bypass the audio
option all together.

Your can override your default audio settings while scheduling a meeting or during a meeting from the
Presenter's Control Panel.

Note: You may add toll-free numbers if your account includes the optional integrated toll-free audio service.

Related Topics

P To set audio conference options

1. Log in to www.gotomeeting.com.

2. Select My Meetings > Settings from the left navigation.

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

4. Click Save. Changes apply to all future meetings.

GoToMeeting Settings

Your cument setings for all future Meetings are shown below. Make any necessary changes and click Save

o @ iy Tramings Audio

Edit audio conference options:

(& Use built-in audio conferencing
Frovide the folowing options to my meeting participants:
[#] Vol - Requires microphone and speaksrs
[#] Leng dmtance numbars for: Unted States and Canada Egi

[#] Tos-tree numbears for: United States and Canada Eqdd

{) Use my own conference call service

) Do not provide audio information

Save Sancal

Cancel Your Account or Update Billing Information (Individual Only)

If you are an individual GoToMeeting user then you can update your credit card and billing information
very easily by logging in at www.gotomeeting.com and selecting Billing Information from the expanded
My Account menu in the left navigation.

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

B To edit account billing information

1. Login and select My Account from the left navigation.

2. Select Billing Information from the expanded menu.

3. Make any desired credit card or billing address changes and then click Save Changes at the
bottom of the page.
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Renew or Cancel GoToMeeting (Individual Only)

With Subscription Options you can decide what will happen with your GoToMeeting account after the

current plan expires.

P To renew or cancel GoToMeeting after the current plan expires

1. Login and select My Account from the left navigation .
2. Click Billing Information from the expanded menu.
3. From the Subscriptions Options section, select an option once the current plan expires.

Note: You can also contact Global Customer Support to cancel your account.

Note: Because GoToMeeting service is a pre-paid , your service will continue until the end of your current paid subscription period.
At that time, your plan will be discontinued and will not renew again.

Billing Information

Paymanis are processed cn our
securs server and will appear on
your chadit cand statement As
charges made bo GoTollssting

SATVICRS

Fisass make suns Al your cred
card infermation & complete

Credit Card Informations Current

Type:

Choose one... ™

Credit Card Number:
[

First Nama on Credit Card: Last Nama on Cradit Card:

Billing Address

Billing Address 1: Bitling Address &

|-|:::c-a

Expires:

]
|

City: State/Province:
Choose ane

Country:

Choose one

ZPPostal Code:

Pheone: D000 0000

Epmnas

W My businass pddness on gooount receote

Subscription Options:

G} Yes, piesss renew my plan asd
Card bo ensure unintermupied senice

domatically chargs my eradi

{3} Mo, piease cancel my subscription and do not renew my plan

Alomatcally uion &xprabon

Save Changes

Is Updating Credit Card Information Secure?

Online credit card payments are processed on our secure server using a VeriSign SSL Certificate. This
means GoToMeeting has been authenticated by the strictest industry standard and your transaction with

us is encrypted.

© 2013 Citrix Online, LLC. All rights reserved.

143



GoToMeeting® User Guide

Cancel Your GoToMeeting Account

If you are a GoToMeeting organizer on an individual plan, you can easily cancel your subscription from
the My Account page by logging in at www.gotomeeting.com.

Note: GoToMeeting organizers on corporate plans (multi-user accounts) must contact their account manager or Global Customer
Support to cancel their subscription.

Because the GoToMeeting service is pre-paid, changes made to your subscription plan (including
cancellations) will not take effect until the end of your current billing period.

P To cancel your GoToMeeting subscription

1. Log in to www.gotomeeting.com and select My Account in the left navigation.

2. Select Billing Information in the expanded menu.

GDTUMEEt | ﬂg‘ Online Meetings Made Easy -
Log Out My Account: Billing Information

B Uy Acohunt
. Your fres trial of GoToMeeting will end on Aug 10, 2011,

+  Flan Sebection
EL ] ) n
v Accsunt History # Your service will stop and you will nol be charged

o @ My Msstings « Tosubsaibe to a GoToMesting Monthly Plan, update your Subsaiption Options below.

« Support & FAOs « Toneview other plan oplions or select 3 diferent produd, visit Plan Seledion

Billing Information

GoTolleeting News

3. Under the Subscription Options section, select the "No, | do not wish to subscribe to
GoToMeeting at this time" option.
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Billing Infonmatson

Credit Card Information: No Credt Card information on fie

Billing Address 1:

Billing Address 2:

Payments are processed on our Credit Card Humber: Type: Expires:

secune server and will appear on Choossone . = |

your credit card stalament as | :l

eharpes made to GoToMesting Firat Hame on Credit Card: Laxt Name on Credit Cand:
Billing Address

City: State/Province:

[ Choose ane:

ZIPPostsl Code: Country:

[ | choose one -
Pihvosrwts (POOCGH000000K)

I I

Show mv busioess sddress o0 scoount receipts

Subscription Options:

s, 'would lke to subscribe 1o GoTollesting. When my free trial
ends, please automatically charge my credil card fo ensure
whintermupled service. (Defaul plan: 543 00/monthly, changed
mongily)

& Mo, | donot wish fo subscribe bo GoTolMesting at this tims.

Plasse make gure that your credi
card information i ¢ L

Save Changes

4. Click Save Changes.

Once your current plan or trial period ends, your plan will not be renewed and you will lose access to
GoToMeeting.

P To see when your plan expires

1. Log in to www.gotomeeting.com and select My Account in the left navigation.

2. Select Account History in the left-navigation.

3. Find the most recent entry on the Account Activity list and look under the Description column to
see when your plan expires.

GololMeeting’ Online Meetings Made Easy

s Loy Dut
B My Account

My Account: Account History

= Billing Informaticn
Reesdenw all al:‘m"lT,' in your account since it was created on Jul 26, 2011,

& Plan Selection
o Accpunt Activity Acgouni Balsnce: 5000
4] @ Uy Westings
Descri Amount
= Support & FACSE Date ption
»  GaTolastng Mews Jui 28, 2011 GaoToMesting 15-Day Free Trial activated Print Receipt
GaTollesting 15-Day Free Trial axpires Aug 10, 2011 POT 20,00
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Plan Selection (Individual Only)

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

GoToMeeting plan.

GoToMeeting® User Guide

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

P To purchase or change your billing plan

PP

GololVleeting

Monthly Plan

Pay month to month

Annual Plan

Pay for the full year and save

Golo\/\vebinar

(nchsdas GoTollesting

Monthly Plan
Pay manih bo menth

Annual Plan
Fay for the ful year and save

Gololraining

(neldes GaTollestng

Menthly Plan

Pay moath to menth

Annual Plan

Fay for the ful year and save

Collaboration
Portfolio

Monthly Plan

Pay menth bo month

Annual Plan
=d_n' for the full year and save

After you sign in, select My Account from the left navigation.
Select Plan Selection from the expanded menu.
Select a product and choose either a monthly or annual plan and then click Review Your Plan.
Enter or confirm your billing information and click Buy.

15 Max.
Allandees
(=) *48ima
) “4BBuyr
Sove 5120
100 Max. 500 Max. 1,000 Max.
Attandess Attendees ATlONDEEY
) #88me ) 339%me () 5499
O "848y O 3,828 O *4, 788
Save 5240 Save $580
25 Max. 200 Max.
Afendees Attendess
O 5149w O *349mo
0 1 ,428n O %3, 348w
Save 5350 Save 5840
GololMeeting  GoToWvebmar  GoTolraining”
15 Max, 500 Max. 25 Max,
Afbandae Apsndess Attengasy
) %499me
O *4,788wr
Save 51,200
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View Account History (Individual Only)

If you are an individual GoToMeeting user you can review your account activity and print receipts by
logging into your account at and selecting Account History from the expanded My Account menu.

Note: This feature only appears for individual GoToMeeting organizers and does not apply to GoToMeeting Corporate organizers.
Corporate customers should contact their account manager for account and billing related questions.

P To view your account billing information

1. Inthe left navigation, click the My Account link.

2. Click Account History from the expanded menu. All billing activity since account creation is
displayed.
Account Activity Account Balance: 20.00
Date Description Amount
Jan 28, 2010 Plan Purchazed Print Receipt
GoToMeeting Monthhy Plan extends through Feb 28, 2010 PST 245.00
PAYMENT: Visa JOOCK-000-0000-1111 (245.00
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My Meetings

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

View Scheduled Meetings Online

Your scheduled meetings are first displayed when you log in to your organizer website. Scheduled
meetings can also be viewed by selecting My Meetings in the left navigation. Meetings can be started or
ended from this page and meetings currently in session can be joined. This is the same list of scheduled
meetings that can be accessed from the GoToMeeting application on your desktop.

P To view scheduled meetings

1. Log in to www.gotomeeting.com.

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

Ay Meetings

Subject Date Time
Weekly Status Recurring  In Session | End Join Meeting
Sales Demo May 28, 2008 F:00FM
Team Meeting Jun 18, 2008 10:00 AM

View Meeting History

View a report of your completed meetings with the Meeting History section of the organizer website.
Details include, meeting subject, date/time, duration and number of attendees. The attendee names,
email addresses and join/leave times can also be reviewed.

Note: GoToMeeting corporate organizers can view up to 12 months of meeting data. Individual GoT oMeeting organizers can view
90 days worth.

B To view meeting history

1. Log in to www.gotomeeting.com and select My Meetings and then Meeting History from the left
navigation.

2. Select the time frame and click the Show History button.

3. Click the number in the attendee column to display attendee names, email addresses and
join/leave times.
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Meeting History

Show History For:
| Past 30 days |w | [ Show History |

Subject

Meet Mow
Weelkly Status
Meet Mow

Meet Mow

Date/Time
Jun 10, 2008 9:01 AM
Jun 5 2008 1:53FM
May 29, 2008 2:19 PM

May 29, 2008 10:34 AM

GoToMeeting® User Guide

Duration

166 min

586 min

329 min

29 min

Attendees

[T 5%

|[A%]
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Tips for Success

Review helpful suggestions on how to make the most of your online meetings.

Prior to Meeting or Event Start

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

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

Set the desktop display to a neutral background and adjust display settings to a mid-range
resolution (e.g., 1024 x 768) to improve the display for attendees with lesser settings. This is also
the optimal setting for recording a meeting.

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

Make the documents you wish to share easily accessible.

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

Managing the Meeting

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

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

Provide an agenda at the start of the meeting, including estimated duration, and stick to it.

Inform attendees what the purpose/goal of the meeting is, what to expect and when and how to
ask questions and participate in the meeting.

Provide information on how to use equipment or services and how to get assistance if needed.
Nominate a co-organizer to monitor and respond to the chat log when someone is presenting.
Encourage participation by using open questions such as "What would you suggest?" and "How do
you feel about?"

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

e Callinto the meeting from a location where there is little background noise.

e Consider globally muting participants at the start of the meeting to avoid noise issues. Turn off
system prompts and sounds for when attendees join or leave a meeting. Read the Voice
Conferencing section of the help files to familiarize yourself with the conference call features.

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

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

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

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

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

Firewalls are a popular and effective security option that are designed to block unauthorized outgoing and
incoming communications with your computer. Some firewalls require additional steps to authorize trusted
applications like GoToMeeting. If you have a firewall and are experiencing connection difficulties, you
may have to configure your firewall.

Note: The GoToMeeting components need to be admitted through one of three ports: 80, 443 or 8200. One-way TCP connectivity is
needed (TCP outbound). Visit our IP_Range Fact Sheet for more information.

Configure your Firewall

Setting up a firewall to enable GoToMeeting to work requires that you take a little extra time to configure
your software to allow GoToMeeting to run without interruption.

P To set up a firewall to allow GoToMeeting
1. Enable GoToMeeting to access the Internet.

2. The first time you host a GoToMeeting from a firewall protected Windows, you will set off the
firewall and be prompted to allow GoToMeeting to access the Internet.

a. Select the "Remember the answer each time | use this program" check box.
b. Click Yes to enable GoToMeeting to access the Internet.
3. Configure your firewall to accept all GoToMeeting files.

a. Open your firewall console.

b. Manually select the option to allow each of the components listed above. After doing this
once, you should not need to repeat this process again.

See Locating GoToMeeting Files for additional help.

P Using GoToMeeting within a corporate environment

If you do not have a personal firewall but are in a corporate environment, you may have a hardware
firewall. Please provide the document found at www.citrixonline.com/iprange to your IT department so
that they may allow GoToMeeting to connect.

If a connection still cannot be established, please contact Global Customer Support.

If your firewall does not automatically ask to allow GoToMeeting to access the Internet, you may have to
enable it manually. See the following for specific help with some popular firewall software.
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Locate GoToMeeting Files

If you experience connection difficulties then you may need to configure your firewall to accept the
GoToMeeting components.

32-bit or 64-bit Windows

P To locate GoToMeeting files oWindows
Note: Most versions of Windows are 32-bit, including newer models like Windows 7 and Vista.

1. Open your firewall and locate the permission settings feature.
2. Navigate to the GoToMeeting files and set permissions to accept all the
GoToMeeting components.

a. Open My Computer

b. Click (C:) Local Disk

c. Click Program Files (for 32-bit Windows PCs) or Program Files (x86) for 64-bit PCs.
d. Click Citrix

e. Click GoToMeeting

f. Click the highest number (in this case 457), which indicates the newest build.

& C:' Program Files\Citrin' GoToMeeting' 457

| _ﬁﬁ_d-_'es: Iu-' 2 \Program Hes'll.';i:rix'llEnTm'leethg'lﬂ-S?k
| Sze | Type | Date odified |~}

@u w| |. « Program Files (:86) » Citriix » GoToMesting » 457

File Edit Yeew Tooks Help
Ceganze - g Dpen Burn Mew lolder

Mame

I

!

{ Favorites i
B Desktop % GZM.dll |
# Downloads 8B g2mchat.exe |

5+ Recent Places @ gamComimLese |

ﬁ gZrmieedback exe
o~ Libraries ﬁ gZmhostexe

Enable GoToMeeting with McAfee® Anti-virus Software

If your computer is protected by McAfee and you are experiencing connection issues then your firewall
may be preventing a connection. To safely configure your firewall please locate your version of McAfee
below and follow the instructions. If after following these instructions you still have Firewall related issues
then McAfee Support may be able to provide assistance.
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McAfee Total Protection

B To configure McAfee Total Protection with GoToMeeting

1. Right-click the McAfee Total Protection icon@| in your system tray (usually the bottom right of
your screen.)

]

ad - . | = 'rir) [@,-@‘W@

2. Click Open McAfee Total Protection.
3. Click Firewall. (a)
4. Click Settings.(b)

W McAfee | Total Protection

v

" Real-Time Scanning: On >

" Updates: Current >

" Firewall: On

—————
" Subscriptiom: Acthve >

5. Scroll down until you see GoToMeeting (c), select it, and then click Edit. (d)
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Program Permissions

2) & HP support Assistant Outgoing
\Z\ ®7 HPResources Oultgoing
2) " yppownload Full
:’ A 4P Ceament Full
2) 5 gteve exe Full
:;, ﬂﬁppﬂure Outgaoing
(2) B coToMeeting Block
(30 [l smnrmimnsn thtan Stast 1 ancba Full
| Edit +-Ade—{-Detete——
6. Set Access to Full. (e)
7. Click Save. (f)
“ Program Permissions .

Manage and create permissions for existing and new programs that require
incoming and outgoing Internet access, Leam more

Edit Program

Program:
# Chprogram files (x86)\citrixigotomeeting @5 Tig2mcomm.exe
ACCBSS

l IEIIrm: -

Full =]
Qutgoin

8. If you cannot find GoToMeeting in the list of programs, click Add and navigate to the files.
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Enable GoToMeeting with Norton® Anti-virus Software

If your computer is protected by Norton and you are experiencing connection issues then your firewall
may be preventing a connection. To safely configure your firewall please locate your version of Norton
and follow the instructions. If after following these instructions you still have Firewall related issues then
Norton Support may be able to provide assistance.

Norton Internet Security 2010

P To configure Norton Internet Security 2010 for GoToMeeting

1. Open the Norton Internet Security console. Click the Settings (a) button on the Network tab.

Norton

T e G ] ey of el il | ety

2. Scroll down to Smart Firewall, then click Configure (b) next to Program Settings.
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G =TT
Settings
L.J Compifted Semmngs ¥
o
t; Hetwork Seftings A . % o R -
[ B}
(ST ] e T —_— o gy It ¥
1 e 1 everd e S T
a=x
Fetmud S iy Mg T
Fintueeh WA P 1#]
riand P el = O
g
¥ i -
4]
i - = T = L ”
| Web Semings
f ra Miscellamesus SeTmngs L
at Parental & Privacy Centrols ]

on

& Program Control

Program Control

Creafe custom Infernel access for indnidual programs

Program

Diagnosiics Troubleshoobng Wizard
SAWindows| System32 | msdt. exne

pupdchiaxe

v , Auto
\Program Files\Microsoft InteliType Pro\dpupdchik.exe

-l l:
dpupdchic exe
C:\Program Fies\Microsoft InteliPoint\dpupdchk.exa

& G.nTnI.Ieeun-; o o ) Auto C
C:\Program Files (x86)\CirixGo ToMeeting\ 457\ g2moomm. exe
i -.mh:-l.lE:?hng l;_na.nlc-a-:le:r Aulo
Chusers\Hope TherapesiDesktop\g2m_download. exe
= | Host Process for Windows Senaces Auko
ChWIndows\System32\sechost. axa
@' HP Adasor Aulo
Ci\Program Fies (xB6)\Hewlett-Packard\HP Advsor\HPAdvisor.axe
e HP Ceament = 1
] (nneeal |
d
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4. If you cannot find GoToMeeting in the list of programs, click Add and navigate to the files.

Norton 360 3.0

B To configure Norton 360 3.0 for GoToMeeting
1. Open the Norton 360 3.0 console.
2. Click the PC Security tab.
3. Click Manage Firewall. (a)

Norton 360

[NANE Dartiegeh ARy Robrael  Prodet fesdleck e b Sepion

7 Aemy swed your afewios Cicl | o Row
Virm Coelaiin

< e
PL Securmy WY T D0 T
Yt b
[ — Vims Srowie To anasis Backep cach
1 Bppdrend Vs ping oo Migaages Barksp Sets and
Bmn Lo B e g mrcerd Wek A bidly b Laciug duike o

AR
Chach, for Dputates

Vvt PC o Bl up FoF

Fum Horlon keugh!

Norton
R

o Lrowiipuimia oo Bow Gt Bepperi

L T

O

4. Scroll down to GoToMeeting, select Allow (b) from the drop-down menu, and click Apply. (c)
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& Program Control

Program Control

Creafte custom Intarnet access for individual programs
Program

Diagnosiics Troubleshoobng Wizard
SAWindows| System32 | msdt. exne

| dpupdichkexe Ao
* | C:\Program Fles\Microsoft InteliType Pro\dpupdchic.exe

a0

dpupdichic gxg Auio

C:\Program Fies\Microsoft InteliPoint)\dpupdchk.exa

& G.-:nTu:nI.Ieeun-; o o ) Auto C
C:\Program Files (x86)\CirixGo ToMeeting\ 457\ g2moomm. exe
i -.mh:-l.lE:?hng l;_nﬂ.nlc-ﬁde:r Aulo
Chusers\Hope TherapesiDesktop\g2m_downkoad. exe
= l-_-lnf.'. Process for W r:-‘:-m.f. Seraces Auko
ChiWindows\System32\svchost. exa
g HPF Addsof Aulo
C:\Program Fles (xB6)\Hewlett-Packard\HP Advsor\HPAdvisor.axe
| HP Coament — 53
[ aa ] | Moy ] | remeve | |
d

5. If you cannot find GoToMyPC in the list of programs, click Add and navigate to the files.
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Enable GoToMeeting with Kaspersky® Anti-virus Software

If your computer is protected by Kaspersky and you are experiencing connection issues then your firewall
may be preventing a connection. To safely configure your firewall please locate your version of Kaspersky
and follow the instructions. If after following these instructions you still have Firewall related issues then
Kaspersky Support may be able to provide assistance.

Kaspersky Anti-Virus 2010

P To configure Kaspersky for GoToMeeting
1. Open Kaspersky Anti-Virus 2010.
2. Click Settings in the top right.
3. Under Options, select Threats and exclusions. (a)

4. Under Exclusions, click Settings. (b)

s S~
RASPEISKY Categories ol makckous and potentially wwwanted soltware amd
Anti-Virus 2010 exchasion rules, resoiving SeRpatibiity conficts
W Frotedion
2 _- Filg Anli-Yarus Thrtai
Johsil Al Virug DCretection of the following Ehesl types it enabled Settengi...
W Wed "“"' Virud VLR, wOrml, TION BIOgrimy Brd mabiicul 1ools Sdware
W IM Anbi-Viegs auto-duslers uspitkous pacien, multi-pacied objects
O Prosctwe Defere
@ Soan My Compuler Exclusions
B Full $can
Rule 1 ftotal 1) Sttang
i Sean T 4]
4 Qui Trusted applications: 1 fotal 1)
2 Oibgects Scmn
B vulnerabaity Scan
&) My Update Center
Qpbiani
0 LICERTY Brel a
& petwork

0 Matfuston
Reports and Sorages

%y Feedback

] Appeacance

) Gamang paolile

Help ' Restore_

5. Click the Trusted applications tab.
6. Click Add and browse to the GoToMeeting program folder.

7. Check all of the boxes for exclusions (c) and click OK. (d)
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Fa Exclusions fo

r application

@ GoToMeeting

Exclusions:

|: Da not scan openeéd files

L Do not monitor application activity

[] Do not monitor child application activity
[7] Do not scan network traffic

m

Help

8. Click OK again, then cl

Rule description (cick underlined parameters to edit):

ick Apply. (e)

Additional Firewall Resources

If you have specific vendor related firewall questions that were not covered in our firewall section then

please contact your provider.

AVG

Contact (support requires payment)

Configuration information

Avira Firewall
Contact

Configuration information

Bit Defender

Contact (requires an account)

Configuration information

Note: Please refer to pages 222-226 of BitDefender Internet Security on configuring the firewall.

ESET
Contact

Configuration information

Trend Micro
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Contact (800-864-6027)

Configuration information

Note: Although the instructions refer to an email program, they guide you to the program permissions where you can adjust
the settings for GoToMeeting.

VIPRE
Contact (877-673-1153)

Configuration information

Webroot
Contact

Configuration information

Zone Alarm
Contact

Configuration information

Note: Click Knowledge Base, then search "How do | change settings for individual programs in ZoneAlarm?"
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Troubleshooting and FAQs

Review frequently asked GoToMeeting questions.

General GoToMeeting FAQs

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

It's possible that your email server blocked the invitation email. If you do not have the ability to check
email in a spam folder, check with your Administrator to see if the invitation can be resent. Otherwise, ask
your administrator to contact the GoToMeeting account manager for help.

How can | view scheduled meetings?

To see what meetings you have scheduled, right-click the daisy icon &8 in the system tray or double-click
the GoToMeeting Suite icon on a Mac and select My Meetings. After your login email address is verified,
you will see the list of scheduled meetings.

You can also log in to www.gotomeeting.com and view your scheduled meetings.

| forgot my password. What should | do?

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

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

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

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

GoToMeeting corporate organizers can view up to of meeting data.

Why does the meeting pause when | open awindow that | am not sharing?

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

What happens when | stop showing my screen? What do my attendees see?
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When you click the Stop button, screen sharing will be turned off and you will no longer transmit your
desktop contents to your attendees. Instead, your attendees will see the Waiting Room screen until you
click the Play button to resume screen sharing. Upon request, GoToMeeting corporate users can display
their company logo on the Waiting Room screen.

How do | share one application and nothing else?

A presenter can share a single application by right-clicking the screen-sharing icon on the Control Panel
Grab Tab and then selecting the application to share from the list of applications presented. The
application-sharing feature is only available to Windows users.

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

As a security feature, you can regain control of your desktop/laptop by simply moving your mouse. The
change of control happens almost instantaneously. At any time, you can revoke an attendee's shared
control of your mouse and keyboard if you want to prevent him or her from regaining control.

Are there any files or folders left on an attendee's computer after the session ends?

Some downloaded files do remain after a meeting so that attendees can join future meetings more quickly
(without having to download all the files again). The Citrix Online Launcher app may be installed on
attendees' computers, which also includes an optional browser plugin that lets them join faster. These
files are inactive, will not consume system resources, do not compromise security and perform no
functions until the attendee joins another meeting and the files are engaged by a new Meeting ID. If
desired, an attendee may uninstall all GoToMeeting files using the Add/Remove Programs feature in the
Windows control panel.

If the option to save chat logs is enabled, attendees will see their chat history stored by default in the My
Documents folder. They may also see GoToMeeting log files stored in %temp%\CitrixLogs\gotomeeting
on Windows computers and ~/Library/Logs/com.citrixonline.GoToMeeting/ on Macs.

Are there any files or folders left on an attendee’'s computer after the session ends?

Some downloaded files do remain after a meeting so that the attendee may join future meetings more
quickly (without having to download all the files again). However, the files are inactive, will not consume
system resources, do not compromise security and perform no functions until the attendee joins another
meeting and the files are engaged by a new meeting ID. If desired, an attendee may uninstall all
GoToMeeting files using the Add/Remove Programs feature in the Windows control panel.

Why would | make someone else an organizer in my meeting?

If you created a meeting and needed to leave, but wanted your attendees to continue the discussion, you
would want to make someone else the organizer. The meeting would proceed without you without
interruption. Or, you could appoint a co-organizer to monitor and respond to attendee chat questions
while you focused on the task of presenting.

Is there a charge for using the integrated conference call service or VolP?
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GoToMeeting is packaged with both VolP and a phone conferencing service at no extra cost to you. You
may decide to use one or both of these services or choose another method of bringing audio to your
online meetings. Our phone conference service provides a toll-based number that is dialed by all meeting
participants. Participants are then charged their standard long-distance rate for calling this toll-based
number, just as if they made a regular long-distance call. There is no additional charge for the
conferencing feature. If attendees wish to avoid incurring long-distance charges, then they can join the
meeting with VolP. Please see Integrated Toll-Free Audio for information on how to provide your
attendees a toll-free option.

How do | save chat sessions from my meetings?

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

Where can | find instructions for the integrated conference call service?

Conference call information for organizers is available in the GoToMeeting Integrated Audio section.

Is training available for GoToMeeting?

Yes, please see the Product Training section of this site for more information.

Is there an attendee? How can | view information about past attendees?

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

Are Mac or Linux operating systems supported with GoToMeeting?

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

Is audio streaming supported in GoToMeeting?

Yes, online audio, or VolIP, is an alternative to dialing in with a conference phone number. However, the
organizer cannot stream sound files from his computer onto attendees' speakers.

Is video streaming supported in GoToMeeting?

While we do not yet support streaming video, our GoToMeeting technology is fast enough to keep up with
screen changes on the desktop, so it appears as if it is streaming video.

Because more data is being sent to all meeting attendees, bandwidth usage will go up for all meeting
participants. The amount will depend on the resolution and length of the video.
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Also, certain versions of Windows Media Player with Microsoft DirectX (an advanced suite of multimedia
application programming interfaces, or APIs, built into Microsoft Windows operating systems), will not
display the video.

To enable video display for your meetings, you need to disable Hardware Overlay for your player. Please
see your media player's help section for instructions on disabling Hardware Overlay.

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

If you are using a multi-monitor enhancement application like UltraMon™ or ObjectDock™ software that
adds a button to each window you may experience difficulties sharing specific applications. Try disabling
the window buttons in these types of applications to resolve the issue. If you are using a Mac, you will not
be able to select a specific application to view.

Can attendees collaborate on a Word document in real time? Is there a file sharing tool associated
with GoToMeeting?

At this time there is no file sharing tool integrated with GoToMeeting. The best way to collaborate on a
document is to give Keyboard and Mouse control to the user that wishes to make a change. The change
will take effect on the organizer's computer, who can later save the document.

Does GoToMeeting integrate with non-Outlook clients?

Unfortunately, GoToMeeting only integrates with MS Outlook and IBM Lotus Notes at this time.

Can | change a meeting in Outlook without going into GoToMeeting to change the time manually?

No, once you generate the invitations and calendar event you must change the meeting time in
GoToMeeting if you want to reschedule the meeting.

What happens if | have 2 monitors?

You can choose to either display 1 or both of the monitors. However, your 2-monitor display may cause
problems of resolution and visibility for your attendees if you display both monitors simultaneously.

What are the maximum amount of attendees that | can invite to each meeting?

Individual GoToMeeting organizers may invite up to 25 attendees, for a total of 26 people in each
meeting.
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HDFaces Video Conferencing FAQs

GoToMeeting with HDFaces, a high-resolution video conferencing technology, enables participants to
share and view up to 6 high-resolution video conferencing streams in session while viewing the
presenter's screen.

Related Topics

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. We combined the
video conferencing and screen sharing Viewer into 1 window so participants can collaborate on shared
content and see each other at the same time for a highly effective, engaging user experience. With 1-on-1
video conferencing, up to 1280 x 720p is supported (depending on your webcam, lighting, network and
computer).

How much does HDFaces cost?

HDFaces is included with GoToMeeting at no additional cost.

Does GoToMeeting HDFaces work on Macs?

Yes, Mac and Windows features are nearly identical.

What are the system requirements for GoToMeeting HDFaces?

Internet connection with cable modem, DSL or better.

Windows® 7, Vista, XP or 2003 Server, or Mac OS® X 10.5 Leopard® or later.

Dual core 2.4GHz CPU or faster with at least 2 GB of RAM.

Internet Explorer® 7.0 or later, Mozilla® Firefox® 3.0 or later, Google Chrome 5.0 or later or
Safari® 3.0 or later.

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?
GoToMeeting with HDFaces does not support the following webcams:

4eyeGrab

Hava Remote Video Device

Hava Video Device

BT878 VW to WDM mapper (32-bit)
Live! Cam Notebook Pro (VF0400)

How many video streams can we share with GoToMeeting with HDFaces?

You can share up to 6 streams at a resolution of 640p x 480p each, for a total maximum resolution of
1920p x960p.
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If 6 video streams are being shared and I turn off my video stream, can another participant share
their video?

Yes, participants can stop and share video streams at any time. Organizers can also disable an
attendee's video stream so that another participant can share their webcam.

Can | temporarily stop my webcam without giving up my webcam slot?

Yes. You can pause your webcam temporarily by clicking the Pause button @ on the top-right corner of
your webcam feed.

Can international customers use GoToMeeting with HDFaces?

Yes, international customers can use HDFaces.

Is HDFaces available on GoToWebinar and GoToTraining?

Yes! HDFaces video conferencing is available for GoToMeeting, GoToWebinar and GoToTraining at no
additional cost.

If I'm participating in the GoToMeeting Web Viewer Beta, can | also participate in GoToMeeting
with HDFaces?

No. If you want to upgrade to GoToMeeting with HDFaces, you'll lose access to Web Viewer functionality.
If you want to return to the Web Viewer Beta after upgrading to HDFaces, you can opt in again via
http://www.gotomeeting.com/webviewer/beta, or by calling Global Customer Support.

Are attendees required to install HDFaces prior to attending a meeting?

No. As with all versions of GoToMeeting, attendees download the organizer's version of GoToMeeting
without affecting their own version.

How do | set up my webcam to use with GoToMeeting with HDFaces?

Install your webcam using the manufacturer’s installation instructions. You can set your webcam settings
from the GoToMeeting Preferences window. We recommend that you use a headset with mic and
speakers (VolP) instead of your webcam's built-in webcam mic and speakers.

What happens if | install a webcam during an HDFaces session?

In most cases, GoToMeeting 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 per second. The frame rate depends on your webcam, lighting,
network and computer.

What kind of security does HDFaces provide?

HDFaces includes the same excellent security and encryption of GoToMeeting, including end-to-end
Secure Sockets Layer (SSL) and 128-bit Advanced Encryption Standard (AES) encryption.
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How many video conferencing webcams can be shared with GoToMeeting with HDFaces?

HDFaces supports sharing up to 6 video conferencing webcams at once. Attendees can join HDFaces
meetings even if they don't have webcams. Up to 26 attendees will be able to see video conferencing
webcams.

Can | join a GoToMeeting with HDFaces session from an iPad, iPhone or iPod Touch?

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 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 | join a GoToMeeting with HDFaces session from an Android smartphone?

Yes. You can join HDFaces meetings as an attendee, but you'll be unable to view or share webcams and
show your screen (if you're given presenter controls) at this time. Please see the Android FAQs for a list
of supported devices.

Can | hide webcams?

Yes. Click the Webcams drop-down menu and select Hide Webcams. Even though you've hidden
webcams, other participants can still see your webcam broadcasting. To bring webcams back to view,
select Show Webcams. You can also click and drag the divider between the webcam feeds and screen-
sharing viewer to resize or hide webcams.

Can | position webcams so they always remain on top of all my other applications?

Yes. On the top-left of the webcam viewer, click the Webcams drop-down menu and select Always in
Front.

Can | adjust the positioning and display of my webcams?

Yes. You can click and drag the bottom-right corner of the viewer to expand and minimize how the
webcams and/or screen sharing is displayed. If the organizer is not screen sharing, you can adjust the
size and position of the webcam viewer by using the Webcam drop-down menu and selecting one of the
following Webcam Positions: Top, Left, Bottom, Right.

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.
Position your webcam so that your entire face fills up at least half of your webcam viewer.
For optimal performance, open the GoToMeeting Preferences window, select Webcam and then
click Advanced. If you have a high-performance webcam, you can enable high-quality features,
such as "face recognition” or "right light,” to enhance your video conferencing experience.

How do | select a different webcam if | have more than one plugged in to my computer?

To select a different webcam, open the Preferences window and select Webcam. If more than 1 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.
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HDFaces Video Conferencing Troubleshooting FAQs

Review solutions to frequently asked HDFaces troubleshooting questions.

Why can't | see other meeting participants' webcams?

Your webcam viewer may be minimized, but you can bring the viewer back up again from your taskbar or
dock. If the organizer has unchecked the Attendees Can Share Webcams option, you will not be able to
share your webcam. If you previously selected the Hide Webcams option from the Webcams drop-down
menu, then select Show Webcams.

Why can't other attendees see my webcam?

Double check to see if your webcam is connected to your computer, and then try clicking the Share My
Webcam button if you haven't already done so. To see if your webcam has been detected, open
Preferences and select 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 I do if my webcam stops working?

If you have low bandwidth or CPU issues, you may see a "Low Bandwidth" or "Computer Overloaded"
message. You'll be prompted to hide all webcams and/or stop sharing your own webcam. If you click Yes,
all webcams and/or your own webcam will be hidden.

To improve bandwidth and CPU performance, close all other programs on your computer, and switch to a
high-speed cable Internet connection (if you haven't already).

Why is the Share My Webcam button disabled (grayed out)?

The organizer may have disabled the Attendees Can Share Webcams setting or the maximum webcam
limit may have been reached (only 6 webcams can be shared at once).

If you're an organizer and cannot share your webcam, open Preferences and select Webcam to make
sure that your webcam has been detected. You may need to leave and restart the session.

After | clicked the Share My Webcam button, why do | see a "Connecting” message that won't go
away?

The video conference may be down or unavailable. If you're an organizer, try restarting the meeting. If
you're an attendee, try leaving the meeting and then rejoining.

What happens if I'm sharing my webcam and start experiencing connectivity issues?

If you're sharing your webcam and your network connection momentarily goes down for a few seconds,
your webcam will automatically start back up again. If your connection is down for more than 1 minute,

you will need to re-click the Share My Webcam button to restart video conferencing once your network

becomes available again.
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Troubleshoot GoToMeeting with a Firewall

If you are experiencing issues when connecting to your meeting it may be due to an Internet security
application such as a firewall. Ensure the following files have full access to the Internet:

GoToMeeting Components
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

G2MCodeclnstExtractor.exe | G2MPolling.exe G2MRecorder.exe

G2MinstHigh.exe G2MView.exe G2MTranscoder.exe
G2MInstaller.exe G2MUl.exe G2MTranscoder.exe
G2MUninstall.exe G2MFeedback.exe | G2MTranscoder.exe
G2MComm.exe G2MHost.exe G2MTranscoder.exe

These GoToMeeting components need to be admitted through one of three ports: 80, 443 or 8200. 1-way
TCP connectivity is needed (TCP outbound). Should you need to authorize specific IP ranges, our IP
ranges can be found here: www.citrixonline.com/iprange.

Using GoToMeeting with a Firewall

Setting up a firewall to enable GoToMeeting to work requires that you take a little extra time to configure
your software to allow GoToMeeting to run without interruption. Setting up GoToMeeting to work with a
firewall involves 2 steps.

P To set up a firewall to allow GoToMeeting
1. Enable GoToMeeting to access the Internet.

The first time you host a GoToMeeting from a firewall protected Windows, you will set off the
firewall and be prompted to allow GoToMeeting to access the Internet.

a. Select the "Remember the answer each time | use this program" check box.
b. Click Yes to enable GoToMeeting to access the Internet.
2. Configure your firewall to accept all GoToMeeting files.
a. Open your firewall console.
b. Manually select the option to allow each of the components listed above. After doing this
once, you should not need to repeat this process again.

P Using GoToMeeting within a corporate environment

If you do not have a personal firewall but are in a corporate environment, you may have a hardware
firewall. Please provide the document found at www.citrixonline.com/iprange to your IT department so
that they may allow GoToMeeting/GoToWebinar to connect.

If a connection still cannot be established, please contact Global Customer Support.
Using GoToMeeting with Norton Internet Security Firewall
P To set up a Norton firewall to allow GoToMeeting

1. Right-click on the Norton Internet Security icon ® on yoursystem tray.
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Select Open Norton Internet Security from the system tray.

Select Personal Firewall from the Status & Settings menu and click the Configure button.
Select the Programs tab, locate GoToMeeting and then click Add.

To begin adding files, click on g2Zmcomm.exe and click Open.

From the Program Control prompt select Permit from the drop down menu and click OK.
Repeat these 2 two steps to add the remaining GoToMeeting files.

Using GoToMeeting with Norton Transaction Protection

If your version of Norton Internet Security has the Norton Transaction Protection feature enabled, you
may need to adjust your Norton settings in order to use GoToMeeting.

P To set Norton Transaction Protection to allow GoToMeeting to run

1.
2.

3.

© N O A

If you have not already done so, host a practice meeting.

End the session. o

While physically present, right-click on the Norton Internet Security & icon on your system
tray.

Select Open Norton Internet Security from the system tray menu.

Click on the Norton Internet Security tab at the top of the Norton window.

From the Settings drop-down list, click the Norton Internet Security Options link.

Click the Transaction Protection link from the left side of the window.

Change the status to allow g2mlauncher.exe and then click OK.

Using GoToMeeting with ZoneAlarm Firewall

P To set up a ZoneAlarm firewall to allow GoToMeeting

NogakrwbdpE

Double-click the ZoneAlarm icon 20 on your system tray.

Select Program Control from the left navigation.

Verify that you are viewing the Programs tab.

Click the Add button on the bottom-right of the screen.

Navigate to the GoToMeeting folder on your computer (C:\Program Files\Citrix\GoToMeeting).
Highlight all of the GoToMeeting files in that folder and click Open to add the GoToMeeting files.

Locate the GoToMeeting file in the Programs list, click the Zicon in the Trust Level column and
select Super. Repeat this step for each of the GoToMeeting files.

Finally, click each? icon in the Access and Server columns that correspond to a GoToMeeting
program and select Allow.

Program Control

These are the: programs Active| Programs A Trust Access Sefver Send
that have tried to access 9 Lewel | Trusted Inbernet Trusted irtermet | Mail
the Internet or local b ¥ | ¥ % W
rietuvork, slong with the i - )

paTTESSIoNE they wne A Citrlx Online Communications i ? 2 ?
grven S GoToMyPC Host Loader ? % Block ? ? ?
T GoTeMyPC Vists Helper ? T ask ? 2 ?
o o e L _| b demam ol KA o = L | L | L | b |
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Audio FAQs

Review common tips and tricks for managing your GoToMeeting audio.

What if | can't hear other callers?

¢ In the Attendee List of your Control Panel, click the Audio icon % to unmute an individual

attendee or click Unmute All to unmute all attendees in the meeting.
Telephone users: Hang up and dial back in.
VolIP users:

a. Test your speakers setup. Click Audio Setup in the Audio Pane to select the correct
device. Mac users should: click the speaker icon in the Audio Pane to select the correct
device.

b. Check the volume setting in audio setup. Click Speakers Setup and then click Play
Sound. Adjust the slider bar to the desired volume.

What if other callers can't hear me?

You can change your audio selection from the Audio Pane if you scheduled your meeting to offer
both VolP and telephone options.

Telephone users: Hang up and dial back in.

VoIP users:

a. Click Audio Setup in the Audio Pane to see if the correct microphone device is selected.
Mac users should: click the microphone icon in the Audio Pane to select the correct device.

b. If using a microphone, check to see if your microphone has a physical mute/unmute
button on it. If it does, make sure your microphone is not muted.

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

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

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

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

g. The speed of your Internet connection can affect 1-way sound. For optimum performance
when using VolP, we recommend a broadband Internet connection.

h. File sharing: Uploading a file while using GoToMeeting can sometimes affect VolP sound
quality. It is recommended that you close all file sharing applications before you start your
meeting.

i. Streaming music or video while using GoToMeeting can sometimes affect VolP sound
quality. It is recommended that you close all streaming music or video before you start your
meeting.

What if | hear static, beeping or a clicking sound?

Electronic devices, such as Blackberries, can affect the sound quality of microphones and
speakers. To avoid this, keep any electronic handheld devices away from your microphone and
speakers during your meeting.

What if | experience an echo, feedback or background noise?
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e A USB headset is recommended (see VolP Audio Device Recommendations).

e If you suspect an echo is coming from an attendee, see who is speaking by looking at the bottom
of the Audio Pane. Then mute that attendee or ask the attendee to lower his or her speaker
volume. You can also click Mute All in the Audio Pane.

¢ If you join your meeting via telephone make sure the audio setting on your Control Panel is not set
to Mic & Speakers.

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

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

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

¢ A meeting is best presented from a quiet location.

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

e Avoid moving or touching the microphone during your presentation.

What if words are clipped or dropped?

Dropped words, delays or robotic sounds are often due to poor network performance, lack of memory or
high CPU usage.

Close all applications you are not using for your presentation.

VolIP users: A dial-up Internet connection can cause poor performance. For optimum performance
when using VolP, we recommend a broadband Internet connection. If the problem persists, switch
to Telephone mode. Select Telephone in the Audio Pane and dial in to the meeting.

How do | adjust my VolIP audio volume?

e Click Audio Setup in the Audio Pane. Under Speakers Setup, move the slider bar to the desired
volume.

What if | get an error message?

No Speakers Detected

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

e Check that your speakers (or headset) are properly connected and click Try Again in the Audio
Pane of the Control Panel. Please refer to the VolP Audio Setup in this section for more
information.

e If you have the option to join the meeting via telephone, you will automatically be switched to
Telephone mode. Dial in to the conference using the number and audio PIN provided in the Audio
Pane of your Control Panel.

= Audio

O Telephone
® Mic & Speakers (test)

L0000 i

No Sound Detected
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After the first minute of a session, GoToMeeting looks for microphone input from attendees who are using
a microphone, have speaking rights and are unmuted.

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

You have not spoken or made any sound during the first minute of joining the meeting.
-Or-

The microphone device was incorrectly selected. You can click the Audio Setup link if you are

trying to speak but can't be heard. Please refer to See VolP Audio Setup in this section for more
information.

Join the audio conference ‘ i ‘

If you do not hear anything, test your ["ﬂ'mt& = ” el ]

audio setup using the link below.

Test Mic & Speakers = Audio

(O Telephone
You may also select Telephane to see ® Mic & Speakers (test)
dialing instructions. |:> (test)

& ST

No Microphone Detected

An error message will appear if a microphone (or headset) is not present or is not connected
properly. You will still be able to hear the meeting but will not be able to speak.

Check that your microphone is properly plugged in. If it is, test your microphone device and click
Try Again in the Audio Pane of the Control Panel. Please refer to VolP Audio Setup in this section.
If you have the option to join the meeting via telephone, you can switch to Telephone mode. Then

dial in to the conference using the number and audio PIN provided in the Audio Pane of your
Control Panel.

Your speakers have either failed or | S ‘
have been unplugged. Check your

: ) # Mute Al Unrute Al Invite Others
speaker connections and click Try [ - H - ]

Again. - Audio
Test other speaker options. (O Telephone
Ifthe problem persists, select © Mic & Speakers (test)

Telephone to see dialing instructions. |::> & IO SPEAKERS

Audio Not Connected

Microphone Disconnected

An error message will appear if your microphone fails or is unplugged after joining a meeting. When this
happens, you will no longer hear audio nor be heard by others.

Check that your microphone is properly plugged in. If it is, test your microphone device and click
Try Again in the Audio Pane of the Control Panel. See VolP Audio Setup - PC or VoIP Audio
Setup - Mac in this section.
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o If you have the option to join the meeting via telephone, you can switch to Telephone mode. Then
dial in to the conference using the number and Audio PIN provided in the Audio pane of your
Control Panel.

How do I turn entry and exit chimes on/off?

You must be dialed in via telephone to turn entry and exit chimes on or off. In GoToMeeting, entry and
exit chimes are turned on by default. Press *8 to cycle through the entry and exit chimes options.

How do | mute and unmute attendees?

e Windows users: Click the microphone or handset icon (a)
e Mac users: Click an attendee's name

= Aftendes List (2] Wax 26
& [F = »  HAMES - ALPHABETICALLY |

i [ # John 5 (Organizer, Presenter...
g ——F & lazonV

I..E"-“fu*.e# I[ § Unmute Al ] [in-:e O:hersl

What does it mean when both telephone and VolP are enabled? Why would anyone need that?

When both telephone and VolP are enabled, your attendees have a choice to join the conference with
either their phone or computer speakers/ USB headset. While attendees cannot access both audio
options simultaneously, we do recommend offering your attendees a choice.

Audio Tips and Best Practices?

e Aswith any meeting, it is important to test your sound quality and audio settings before your live
event.

e If you plan to record your meeting, be sure to test the Recording feature prior to your meeting; start
a Meet Now and record a few minutes to test your settings.

o Close all applications and documents you are not using for your presentation; applications running
in the background may use up your computer's bandwidth and affect system performance.

¢ Keep attendees muted during your presentation and unmute individual attendees as necessary.
Attendees are joined unmuted by default.

¢ If you join the conference by phone, make sure that any other phones and data devices
(BlackBerry, iPhone) are either turned off or are away from your computer.

e Ensure that your mouthpiece volume is turned up so the attendees can hear you, and that your
earpiece volume is turned up so you can hear the other attendees.

¢ If you join with VolP, we recommend you use a USB headset rather than a microphone/speakers
to improve call quality.

¢ For more ways to optimize your audio please visit Integrated Audio.
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Mac OS X 10.7 Lion FAQs

The new Mac Lion OS promises to be a great upgrade for Mac customers. It includes over 250 new
features and many usability enhancements. We have been working closely with Apple and testing our
products with this new OS. There are a few known issues that our Mac customers should be aware of if
they upgrade to Lion.

Does HDFaces work with Mac OS X 10.7 Lion?

From our preliminary testing, Mac OS X 10.7 Lion appears to work fine with HDFaces. Mac OS X 10.7
Lion will be formally tested and officially supported in an upcoming release.

If I purchase Mac OS X Lion, will GoToMeeting, GoToWebinar or GoToTraining work for me?

Yes, but you will need to make sure that (1) you're using GoToMeeting 4.8 or higher, and (2) you've
installed a version of Java compatible with OS X Lion.

1. Checking the Version Number

If you have GoToWebinar or GoToTraining, remember that you will only see GoToMeeting on the
menu bar and desktop icon because the 3 products are all part of the same collaboration suite. To
see which GoToMeeting, GoToWebinar and/or GoToTraining version you're using on your Mac, do
one of the following:

¢ In session: Click GoToMeeting in the menu bar and select About GoToMeeting. The version
number will be listed in the window that pops up.

¢ Not in session: Hover your mouse pointer over the daisy icon “in your dock to see a pop-up
message listing which version you're using.

If you are not using GoToMeeting, GoToWebinar or GoToTraining 4.8 or higher, you will still be
able to host meetings but will not be able to share your screen. To upgrade to the newest version,
contact your account manager (if you're on a corporate account) or call our toll-free 24/7 support
line and request to be upgraded.

2. Installing Java

GoToMeeting, GoToWebinar and GoToTraining require Java to be installed in order to host or join
sessions; without it, the GoToMeeting, GoToWebinar and GoToTraining applications cannot
launch. Since OS X Lion does not include Java, you will need to download and install a version of
Java compatible with OS X Lion (this is a one-time download of 150 MB). See Java is not installed
in Mac Lion. Do | need it? below for information on downloading Java.

Can | host a GoToMeeting, GoToWebinar or GoToTraining session from Mac OS X Lion?

Yes. As long as you're using GoToMeeting, GoToWebinar and/or GoToTraining 4.8 or higher and have
Java installed, your current version will work fine. If you are using an older version, then you may be able
to start the session but you will not be able to share your screen. See If | purchase Mac OS X Lion, will
GoToMeeting, GoToWebinar or GoToTraining work for me? above for more information.

Can | attend a GoToMeeting, GoToWebinar or GoToTraining session from Mac OS X Lion?

Yes. As long as you have Java installed, you should have no trouble joining. However, if the organizer is
not using GoToMeeting 4.8 and makes you the presenter, you will be unable to share your screen. See If
| purchase OS X Lion, will GoToMeeting, GoToWebinar or GoToTraining work for me? above for more
information.

Javais not installed in Mac Lion. Do | need it?
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Yes. GoToMeeting, GoToWebinar and GoToTraining require Java to be installed in order to launch the
application. Since OS X Lion does not include Java, you will need to download and install Java
compatible with OS X Lion (this is a 1-time download of 150 MB). You can do so directly from Apple's
support site at http://support.apple.com/kb/DL1421. However, if you try to start or join a GoToMeeting,
GoToWebinar or GoToTraining session before installing Java on your Mac, you can still complete the
download using the following steps:

1. Try to start or join a session. A "Missing Plug-in" message will appear instead of the download
progress bar on the Download page. Click on the Missing Plug-in icon ©next to the message.

GoToMeeting
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2. When the following pup-up message appears, click Install.

To open the applet fram

(ﬁ'ﬁ) “www l.gotomeeting.com,” you need a

Java runtime. Would you like to install one
and enable the applet plug-in?

3. When the following License Agreement appears, click Agree.
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Licerse Agresment
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4. When the following Download Progress bar appears, Java will begin automatically downloading
and installing the necessary packages (150 MB).

o) Software Update

Finding software

—_— =

Stop

5. After installation is complete, you will need to refresh the page or simply launch the meeting,
webinar or training session again. You will then be able to join or host GoToMeeting,
GoToWebinar or GoToTraining sessions from Mac OS X Lion without being asked to download
Java again.

(| Software Update

X The updates were installed successfully.
i g

What are the known issues with using GoToMeeting, GoToWebinar and/or GoToTraining on OS X
Lion?

Lok

If you do not have GoToMeeting 4.8 or higher and are using OS X Lion, then you will not be able to share
your screen as an organizer or attendee (if you are made the presenter).

Contact Us

Should you have any questions about using GoToMeeting, GoToWebinar or GoToTraining with the new
Mac Lion OS, please feel free to contact your account manager or call our toll-free 24/7 support line.
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Integrated Toll-Free FAQ (GoToMeeting Corporate only)

Review frequently asked questions about toll-free conferencing.

What is Integrated Toll-Free Audio Service?

Integrated Toll-Free audio service provided by Citrix Online Audio allows you to offer your GoToMeeting,
GoToWebinar and GoToTraining attendees a toll-free number option. With Integrated Toll-Free, you have
the flexibility to schedule your sessions with any combination of toll-based, toll-free and VolP audio.

How much does it cost to use the Integrated Toll-Free audio service?

Per-minute charges are based on your service contract, and minutes are calculated per participants. (For
instance, if 3 participants dialing to the session for 10 minutes using the toll-free option, you will have
used 30 minutes of your plan. Those who join by regular toll numbers are charged rates based on their
own long-distance provider. There are no additional charges for those who join a session using VolP.

How am | billed for the toll-free service?

You will receive a separate monthly invoice from Citrix Online Audio, LLC for any toll-free minutes used
by you and your attendees.

How do | add the toll-free option to sessions that I've already scheduled?

For any sessions that were scheduled prior to enabling toll-free integration, the regular toll-based
conference numbers will automatically be changed when toll-free numbers are added to an existing
session. It is recommended that you resend the meeting invitation or webinar invitation to participants so
they have access to the new toll-free audio information. Meeting,Webinar and Training IDs and URLs will
stay the same,and the new toll-free number will be provided to attendees in the Waiting Room, as well as
in the Audio Pane of the Control Panel.

Will 1 use the same toll-free number for each session?

No, as with existing sessions, each session will have a unique toll-free number and access code. If you
wish to re-use the same audio options for your meetings, select the Recurring meeting box in the
Schedule a meeting window. Once you do so, the Integrated Toll-Free number and access code remain
the same.

How do | schedule a session with Integrated Toll-Free?

To add a toll-free number to your invitation email, right-click the daisy icon “in your system tray and
select to schedule a section. Then select the Edit Countries link to select toll-free countries.

For what countries do you offer toll-free service?

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

Can | purchase Integrated Toll-Free service outside the United States?

If you have a GoToMeeting Corporate plan (multi-user account) and your billing address is based in the
U.S., U.K,, Canada or Australia, you may purchase Integrated Toll-Free audio online.
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Is there anything different about recording a meeting with Integrated Toll-Free?

Whether you or your attendees join with VoIP, toll or toll-free audio, you can easily and seamlessly record
all participants. From the Recording section of the Preferences window during a session, select Use
GoToMeeting Audio Service. For more information about the Recording feature, please see Recording

a Meeting..
How can | cancel Integrated Toll-Free?

If you'd like to cancel your Integrated Toll-Free service, please contact our 24/7 Global Customer Support.
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Recording FAQs

Review frequently asked questions about the GoToMeeting recording feature.

Note: We recommend having 2 organizers record the session in case 1 organizer encounters any issues that may potentially disrupt
the recording.

Why can't | record?

To record a session on Windows, you must have Windows Media Player 9 or above. You can download
this for free at http://www.microsoft.com/windows/windowsmedia/default.aspx.

Can I record webcams during an HDFaces session?
Although you can record screen sharing and audio, you cannot record webcams at this time.
Why does my finished recording only display a blank screen?

To avoid recording a meeting with a blank screen, please ensure the presenter initiates some type of
screen action (such as advancing a presentation slide) after clicking the Start Recording button. If
recording begins before the presenter shares his or her screen and there is no screen action then the
finished recording will only include a blank screen and audio.

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

No, only organizers can record sessions. You can promote an attendee to a co-organizer if you want
someone else to record the session.

How do I record a meeting with audio?

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

If you are recording a teleconference using an audio service other than GoToMeeting integrated audio,
you can position the microphone next to the phone or set up a phone-recording adapter to your phone
and line-in input on your computer's sound card. In addition, be sure that the Record Audio option is
selected from the Recording category in your GoToMeeting Preferences.

How can | improve the quality of my meeting recordings?

The lower you set your monitor resolution, the better the quality of the meeting recording. We recommend
a maximum resolution of 1024 x 768 for optimal recording quality. Also, it is best to view your recording in
full-screen mode.

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

The meeting recording stops when you click the Stop button in the Recording pane and resumes
recording when you click the Start Recording button. However, a new file is not created for each
recorded segment of the meeting; it is simply appended to the existing recording file. You will only have 1
recording file per meeting.

When | record a session using GoToMeeting, | can hear beeps. How do | get rid of them?

A large number of organizers use GoToMeeting for its recording abilities. If you're the only person in the
meeting while recording, you hear beeps by default.

To get rid of the beeps, you can do either of the following:
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Option 1:
a. On the Audio pane, click Edit.

b. From the drop-down menu, uncheck Play On-Hold Beeps.

= Audio

(O Telephone
® Mic & Edit Audic Mode...

&9 Play On-Hold Beeps

Play Entry/Exit Chimes

Option 2:
a. On the Audio pane, switch your Audio option to Telephone.

= Audio

{® Telephone
i Wic & Speakers

b. In the Recording pane, click Settings to change your GoToMeeting Recording Preferences.

c. Select the “Use your own audio service” option.

Start Recording | 4.4 GB remaining E.attirnal

@P'drre':es - GaToMesting ‘ el
Category Recording
Start Lip
General Audo
fortrecard aude
Recording
Integranons u " .
Cormectian Use GoToMeeting ntegrated audio
audo . , - - -
Webcam & Lise your own audio servioe

Reguires a physical input device. A microphone will record just your
wvoice, A phone patch device wil record everyone who speaks,

Note: Please remember that if you are recording a session using GoToMeeting and are the only person in that meeting, your
meeting will end without warning in 2 hours.

What happens if one of the presenters on my recorded meeting has a larger screen than 1 do?

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

How do | save my meeting recording?

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

Where are my recorded meetings stored?

The default destination for recorded meetings is the My Documents folder on a Windows and
/Users/<current user>/Documents/Recordings on a Mac. You can change the destination location only
before recording begins. It is recommended that the designated location have a minimum of 1 GB of free
space to accommodate the recording.

How do I play back arecorded meeting?

On a Windows, first you must end the meeting that you are recording. GoToMeeting will then
automatically save your file with the meeting name you designated at the time of scheduling as well as
the date and time. Impromptu meetings will be named with the date and time of the meeting followed by
"Meet Now."

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

2. Click the file name to start the replay.

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

replay quality.

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

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

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

On a Mac, after converting your recording using the GoToMeeting Recording Manager, either click the
Magnifying Glass icon @ next to a converted recording or click Open Recordings Folder to open the
location where your converted recordings are stored (by default recordings are stored in /Users/<current
user>/Documents/Recordings).

You can play the recording on a Mac by double-clicking the .MP4 file in Finder. You can share the .MP4
file via email, YouTube, Vimeo, etc., and anyone on a PC or Mac can view it.

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

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

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

Can | edit arecorded meeting?

The GoToMeeting Recording and Meeting Playback feature allows you to record and preserve meetings
as either a GoToMeeting video file or a WMV file. If you wish to edit either file type you may need to first
convert the file into an editable format with a program like Microsoft's Expression Encoder. Once
converted, the file can be edited with the software of your choice. For more information on encoding your
recordings please view Edit a Recorded Meeting.
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What is the best way to distribute arecorded meeting?

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

For recordings made on Macs, after converting a Mac recording using the GoToMeeting Recording
Manager, you can share the .MP4 file via email, YouTube, Vimeo, etc. On the Recording Manager, either
click the Magnifying Glass icon @ next to a converted recording or click Open Recordings Folder to
open the location where your converted recordings are stored. Then just send and/or upload the
recording wherever you'd like. Anyone can view your recording.

What does GoToMeeting record?

GoToMeeting records the presenter's screen and the audio portion of the presentation. You can view chat
records in the reports generated after your meeting is finished.

Does recording cost me anything extra?
GoToMeeting's recording feature is free and provided as a part of the service.
About how large are the files going to be?

File size is dependent on the individual screen settings but a good rule of thumb is around 1 MB per
minute.

How do | view recordings online?

If you wish to share your video online you will need to host the video on your own network or with a third
party provider. GoToWebinar Corporate organizers can upload their videos that were recorded on
Windows to our servers for up to 12 months.

How do I record a meeting?

1. Click the View menu on the top of the GoToMeeting Control Panel, and select Recording.

2. Click the Start Recording button.

3. When you end the meeting, the recording will be saved to your My Documents folder on Windows
and /Users/<current user>/Documents/Recordings on Macs.

How do | review chat records and meeting attendance?

Windows users can have their chat logs automatically saved to a location of their choice. This feature is
managed from the General tab in their Preferences window. Meeting history is stored on your account for
90 days (12 months for GoToMeeting corporate.) To view your meeting history, please visit
www.gotomeeting.com and log in to your account. Click the My Meetings link and then click on the
Meeting History link.

Troubleshoot Recording and Replaying a Meeting

P To troubleshoot recording and playback

e Please see the Need audio help? and Learn more. These pages are also linked from the
Recording category of the organizer Preferences menu.
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Citrix Presentation Server FAQs
Review frequently asked questions about Citrix Presentation Server.

Organizer FAQs

Once | start a meeting, it runs on my local desktop. When I try to invite other attendees using the
"Invite Others" option on the organizer Control Panel, GoToMeeting doesn't integrate with my
published version of Outlook (or Lotus Notes). How can | resolve this?

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

Attendee FAQs

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

Contact your Citrix Presentation Server administrator about installing GoToMeeting on Presentation
Server. By installing GoToMeeting and configuring the recommended settings on Presentation Server, all
GoToMeeting sessions will be redirected to the desktop. Running a meeting on the local desktop enables
you to present anything on your desktop.

Connection Test Help

Most connection-test difficulties are related to user-authentication issues. Please answer the question
below to assist you with determining if this problem exists and which actions to take.

Did you see an Authentication Required dialog box containing 3 fields labeled Domain, User Name and
Password?

Yes, | did see the dialog box and | believe | entered all the correct information but | am still having
trouble.

The user name and password required here are the same as those that you use to log on to your
Windows computer.

As when entering all user names and passwords, please make sure that:

e You are typing correctly, especially since you cannot see the password characters as you type
them.

e Your Caps Lock key is off.

e You do not have any trailing white-space characters in the fields. Check this by deleting and
retyping the entire contents of each field or by checking the end of each field for a blank space.

Yes, | did see the dialog box but the Domain field was empty or may be incorrect.

Our software will attempt to fill in the Domain field for you. In rare cases this may not work, and the
Domain field will be blank or an incorrect Domain will be shown.

© 2013 Citrix Online, LLC. All rights reserved. 186



GoToMeeting® User Guide

Yes, | did see the dialog box but the Domain field was missing.

This dialog box indicates that ‘Basic Authentication' is in use on your web proxy. The User Name and the
Password required here might be the same as those you use to log on to your Windows computer.

However, your web proxy may require different passwords than those you use to log on to your Windows
computer. Your network administrator can confirm whether or not you have the correct information.

As when entering all user names and passwords, please make sure that:

e You are typing correctly, especially since you cannot see the password characters as you type
them.

e Your Caps Lock key is off.
e You do not have any trailing white-space characters in the fields. Check this by deleting and
retyping the entire contents of each field, or by checking the end of each field for a blank space.

No, | did not see the dialog box.

Please contact Global Customer Support.

Help, | followed the steps but | am still having trouble.

Please contact Global Customer Support.
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Desktop Notifications

Review frequently asked questions about Desktop Notifications.
What is the Desktop Notifications feature?

Desktop Notifications is a free GoToMeeting feature designed to deliver simple and effortless access to
complimentary Citrix Online 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 Online as a
service to our customers.

-,

g2 Message from GoToMeeting

Important Notifications

[ |pisable Deskkop Mokifications! 9 Wwhat iz this?

How does it work?

Occasionally, when you are connected to the Internet, Desktop Notifications will automatically connect
with Citrix Online 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.

Outlook Integration Troubleshooting

GoToMeeting is designed to integrate with the Microsoft Outlook program installed on your computer,
allowing you to quickly and easily add GoToMeeting events to your Outlook calendar and invite people to
your sessions in one smooth motion. If the invitation email does not launch after you schedule a meeting,
or if the meeting does not get scheduled on your Outlook calendar, try the following steps.

Microsoft Outlook 2003

Microsoft Outlook 2007

Microsoft Outlook 2010

P To troubleshoot Outlook integration

1. Close Microsoft Outlook, if it is currently running.

2. Next, locate the daisy icon &8 in the system tray on your computer.
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&8 GoTolMeeting®
Meet Now...
Schedule a Meeting...
My Meetings...

Jain...

{ Preferences... )}

About...

Leg Out
Exit

3. Right-click the daisy icon &8 and click Preferences.
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4. From the Preferences window, select Integrations in the left navigation.

5. Uncheck the "Use GoToMeeting with"check box and click OK. This removes current
integrations.

6. Right-click the daisy icon &8 in the system tray and click Preferences.
7. Select the Integrations category.

8. Re-check the "Use GoToMeeting with" check box and ensure that Microsoft Outlook is
selected.

9. Click OK.

& Preferences - GoToMesting

Catepory Entegrations
Rert Lo
Garwer sl oy Tolesestionag) ik egr st
Heetrgs 1
: [=] s GaToMestirg vath /-
EE-% () Marosoftl Outlookily
Cormection
By () My def st einad sppile aticn

[#] Shomw T eMesting Tookar i Mirosoftil Office
[#] Mhcrosalt Woad
] Mcrosalt Exoel
(] Microsolt PowerPoint

[ Show buston n messenger appbcations

Oooan

10. Open Outlook.

11. The GoToMeeting Toolbar that allows scheduling of meetings from within Outlook should be

present. If you see this toolbar, GoToMeeting should automatically launch invitations and add
calendar entries to your Outlook calendar.

i) Inbox - Microsoft Qutlook
: File Edit Miew Go Tools Actions Help
P EdNew - | @y 23 X | CuReply @ Replyto Al i) Forward | Bg W | LAt

BB GoToMeeting~ | &% Meet Now (5 Schedule Meeting =

Mail « ||[3 Inbox

Favorite Folders - | CHFER Bk o .

Arranged By: Date Mewest on top
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12. If you do not see the toolbar, or if scheduling a meeting still does not launch email invitations
correctly, continue reading for instructions on enabling the GoToMeeting add-on within your
version of Outlook.

Enabling Add-ins in Microsoft Outlook 2003

1. Open Outlook.
2. Click Help in the top menu and select About Microsoft Office Outlook.

I@ Microsoft Office Cutlook Help  F1
Zontack Us

Check For Updates

About Microsoft Cffice Cutlook,

»
b

5

3. Click Disabled Items.

4.Click Add-Ins in the Outlook Options window. Under Manage in the menu below, select COM
Add-ins and click Go. Select the GoToMeeting Outlook COM Addin and click Enable.

L LIE LTET T LR T

Picrosoftl Office Outiock® 2000 (11.8217.8221) 53
Part of Microsoft COffice Professional Edition 2003
Copyright © 1995-2003 Micrasolt Corporation. Al nights reserved

Mon 0FHZ009 4:00
Fri 17/10/2006 9:32
Fri 17/ 10/2008 ;12

Fri | 711002008 M 32

Porhong of Intenanonal ComectSpel™ mxﬁqmlwﬁlﬂ!hmlmm
Products V. AF ights masrved. Fi

Ddum Tﬂluu Frans). Alﬂm:

The ibese kst ed belew were deabled because they prevented
Cutlook from furctioning cormectly,

Plbarss Robe thal ol may have B restart Cutiock For thase
changes to take place

Salect the ones you vsh Lo re-snable,

GoToMeetng Outock COM Addin

=]

Tuse 26,08 2008 4:09

Warring: This computer program is protected by copynght lsw and inbemational
tresties. Linautharized repr or distribubion of this program, o sry portion of
&, may resul in severe cnil and oriminal peralbes, and vell be prosecuted ko the
maimLm extent possbie under the lass,

Enabling Add-ins in Microsoft Outlook 2007

1. Open Outlook.
2. Click Tools.

3. Select Trust Center.
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i Inbox - Microsoft Outlook
f fibe Edit Miew  Go Help
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4. Click Add-ins. Under Manage in the menu below, select COM Add-ins and click Go.

U — l-:,!l:;.:
Trugted Publishers Add-ins
I |
Hame Lacatian Tyge o |
?I'I'I'll::f Option: | Bciree Applcaticn Add- s |
E-mall Securty | nteractianvoicemall Qutioolklasncher macares.dll COM Add-n
| Mierasolt Exchange Unified Messaging CL. el DADDINS UmnCutiookaddindll  COM Add.bn
Attachment Hanaling | Microsaft Office SharePoint Server Colleague Import Add-in - C\..celT ADDINS Colleaguelmport.dil - COM Adduin| |
| Migrosolt Sutiook Mobike Senvice GOt Office Ofticel D OMSMARLDIL  COM Add-in
Avtomatic Downlosd Onetiote Hotes sbout Outlook Rems Coo.oft Office OMficel ZONBINOL 4l COM Adddn
Windaws Search Emadl Indaxar COWIND WS sy stem3 T maspivti, il COM Add.in
acra Securnty |
i bhactnee Applicabion Add-bns g
Programmatic Access | GeTahbesting Cutiook COM Sddin T estingdSTGIMOWIsokaddindl  COM sdddn |
|
|
i

| Micresolt VBA for Quilgok Addin G Ofteel 2ADDING OUTLVEA.DIL I:I:!Mm-uqv

Add-in: Enteractionvorcemail. QutlookLaundher
Pulbilishei: «Moné
Logptign: msforee.d8

Deseription:  Automisticslly initiates plagback af Infersctive Intelligence voicemails.

] Zpply macro securjty settings to installed add.ins
Wit | SO Al s ] +—

L ox || cance

5. In the COM Add-Ins section, check the "GoToMeeting Outlook COM Addin" check box, and click
OK.
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Microsoft Exchange Unified Messaging

[¥] Microsoft Office SharePoint Server Collsague Import Add-in
Microsoft Cutlook Mobile Service

Microsoft VB For CGutlook Addin

[v] Onemote Notes abaut Outlook Tterns

[w]windows Search Email Indexer

Location: Z:\Program Files\Citrix)GoToMeeting | 457 G2MOutiookAddin. dil
Load Behavior: Load at Startup

Enabling Add-ins in Microsoft Outlook 2010

1. Open Microsoft Outlook 2010.
2. Click File from the banner, and then select Help.

3. In the Tools for Working With Office section, click Options.

ol 1=
Home Send / Receive Falmer Wi HiDel Oulaok Plugin Adobe PDF

B savess

Support
W Save a5 Adobe POF
“d

g : X Mecrosoft Offsce Help
PRERELY - et help usng Mecrosoft Difsce
Infia

Getting Started
Cpen = 9

| Ses what's new and find retowrces to help you
_o learn the basics quickly

Contact Us
Let us kneow if you need help or how we can make
Dffice better

Tools for Weorking With Office

Optiens
Custamnize language. display, and other program
settings.

T ‘ ] Check for Updates
(324 the latest updates available for Microsalt

Office

L

4. Click Add-Ins in the Outlook Options window. Under Manage in the menu bel
Add-ins and click Go.

T

ow, select COM
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General L
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| ShaseFile Dutloak Plugin

Customize Ribbron

Quilck Access Toolbar
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5. In the COM Add-ins window, select the "GoToMeeting Outlook COM Addin" check box and click

OK.

Add-Ins available:

Business Connectivity Services Add-In
GoToMeeting Outlook COM Addin

InteractionVoicemail. Outookl auncher
McAfee E-mail Scan Add-n
Microsoft Access Qutlook Add-in for Data Collection and Publishing
Microsoft Exchange Add-n

Microsoft Qutlook Sodal Connector

Microsoft SharePoint Server Colleague Import Add-in

Location: mscoree.dl

Load Behavior: Load at Startup
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The GoToMeeting Web Viewer allows attendees to join your meetings through their browser - without

needing to download any software.

GoToMeeting Web Viewer
¢ Intelligent Join — GoToMeeting

a . will detect the optimal join

i method:
e Attendees will join with
Web Viewer through
their browser and have
the option to download
the full version of the
- GoToMeeting
. application if needed.

e Any attendee who
already has the
GoToMeeting
application installed on
their computer will
automatically join with
the full version.

e Consult the FAQs to find
answers to your questions

Advantages

e Enables attendees with
software download restrictions
to easily join meetings

¢ Allows attendees to join
meetings through their web
browser

e Gets attendees into meetings
faster - great for when you
need to quickly touch base

Web Viewer vs. Full Version of GoToMeeting Application

Web Viewer

Application
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ETBUC Tuse] OF W™ PESDULCT DE VLD NT

What's Different: What's Different:
e Download not required e Download is required
¢ Join meetings even faster ¢ Attendees can use either VolIP or
¢ Join through a web browser telephone
o Allows for attendee keyboard & mouse
control

e Attendees can present their screen

Current Attendee Limitations*:

VolIP is not supported

Webcams are not supported
Attendees can't present their screens
No shared keyboard & mouse control
No access to drawing tools

*Attendees will have the ability to download the
GoToMeeting application from within the Web
Viewer meeting if they have a need for any of these
features.
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Web Viewer FAQs

Review frequently asked questions about attending meetings with Web Viewer.

What is the GoToMeeting Web Viewer?

The Web Viewer is an alternative to the standard GoToMeeting Viewer and gives organizers the option to
allow attendees to take part in the meeting entirely within their web browser without downloading or
installing software.

How can I tell if my account is enabled for Web Viewer?

You can tell if your account is enabled for Web Viewer by going to the Settings page and scrolling down.
If the “Enable Web Viewer for attendees” check box is checked, you have Web Viewer enabled for your
account.

GoToMeetlﬂg Online Meetings Made Easy -
* Log Qut GoToMeeting Settings
* My Aczount
u g8 tyNostings .

+ Weetng Hislory Four current settings for all fulure Meetings are shown below. Make any necessary changes and click Save,

- S | seting: W

- Support

Audio

Edit audio conference options:

& Uss buili-in audsa conferencing
Frawide ihe folowing oplions o my meetng pankipants

7 WO . Fiequires mierophone and speakers
¥ Lang dislante rumber ar. United States EdE
miber Comact your Adminsimtor

Use my own conference call service

Web Viewer Beta

+| Enable Web Viewer far who haven't the tull 1)
N QNG 50 YOU BOfes b e D6 lerms and cond 1 QALY policy

Quickest way to Qe afendees IMa yoUr Mesings and best for maimm atendante Some Web Wieser
fealures arenfl avallatie el Allandees whe reed more Seahures can swilch b e Al version of
GoTolieeting dunng Ihe s=sson. WNats unavalksie?

Save Cangel

How is the Web Viewer experience different from the standard GoToMeeting experience?

The GoToMeeting Web Viewer runs in the attendee’s browser and requires no download or installation.
Once in session, the Web Viewer user interface is similar to the standard desktop application. The
collapsible Control Panel is located on the right side of the screen and contains an Attendee List and
Audio and Chat panes. It also supports Full Screen and Actual Size modes.

What advantages does the Web Viewer offer?

The GoToMeeting Web Viewer allows attendees to join their meetings more quickly from their browser. It
offers an alternative for attendees who cannot install software on the computer they use, such as a
company computer with download restrictions or a net kiosk.
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Which GoToMeeting attendee features are not supported by the Web Viewer?

Attendees who use the GoToMeeting Web Viewer currently do not have access to Drawing Tools,
Keyboard and Mouse Controls or VolP. They also cannot be promoted to organizer or share their screen
as a presenter.

Can an attendee select the Web Viewer over the standard GoToMeeting application viewer?

Yes. All attendees will quickly join the meeting from their browser without needing to download
any software. If the attendee needs a more full featured experience, they will have the option to
download the GoToMeeting application from within Web Viewer by clicking switch to full version
in the Control Panel. Once an attendee has already installed the full version of GoToMeeting on
their computer, they will automatically join with the full version.

Can Web Viewer attendees join the audio conference with VolP?

No, attendees joining with the Web Viewer must dial in by telephone.

Does the Web Viewer support international long distance, third party audio and toll-free (U.S. &
Canada) numbers?

Yes, organizers can offer their attendees multiple phone numbers including international long distance,
third party and toll-free (if enabled).

Can a Web Viewer attendee be individually muted?

No, attendees joining by the Web Viewer cannot be individually muted. If necessary, all attendees can be
muted by selecting Mute All from the organizer’'s Audio pane.

Are there any known conflicts for attendees who already have GoToMeeting installed?

If attendees already have GoToMeeting installed, the attendee will join through the standard full featured
application. If they have not installed the GoToMeeting application, they will join through the Web Viewer
browser based option.

Can | also host meetings with the Web Viewer?

No, the GoToMeeting Web Viewer is for attendees only. Organizers must use the standard GoToMeeting
desktop application to host meetings.

What are the system requirements for the Web Viewer?

o Firefox 4.0+, Internet Explorer 7.0+, Chrome 5.0+ or Safari 3.0+
e Flash Player 10.2+ (attendees will be prompted to install or upgrade)
e JavaScript enabled
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Does the Web Viewer work on Mac or Linux systems?

Yes, the GoToMeeting Web Viewer works on Mac and Linux systems that meet the above requirements
(even though GoToMeeting does not officially support Linux). If you have difficulties using the Web
Viewer on Linux, our Global Customer Support team cannot help you.

Does the Web Viewer work on iPad® or other tablets?

No, the Web Viewer does not support iPad because the Web Viewer requires the Flash Player browser
plugin. Other tablets that allow Flash within their browsers may be used to join a meeting with the
GoToMeeting Web Viewer.

Is the feature available to international customers?

Not at this time. However, U.S. organizers can enable international attendees to use the Web Viewer.

Is the Web Viewer available with GoToWebinar® and/or GoToTraining®?

No, the Web Viewer is currently only available for GoToMeeting.

Are there any security limitations with the Web Viewer?

Just like the current version of GoToMeeting, the Web Viewer Beta is backed by end-to-end 128-bit AES
encryption. Attending meetings from a “locked-down” environment should be faster and easier since a
download is no longer required. Some proxies and firewalls may prevent the Web Viewer from launching.

Test Your Connection Before Your Session

You can test your connection before your session starts by joining a test session to check that your
computer has everything required.

Join the test session

1. To test your connection, join the test session via https://www3.gotomeeting.com/join/406552062.

2. If you're on a Windows computer, GoToMeeting will automatically launch into session. If you're
on a Mac and have never joined a session before, you'll first need to download the Citrix Online
Launcher file.

3. If you see a "Successfully Connected" message on the "Waiting for Organizer"” dialog, you've
successfully joined the test session. You should be able to join GoToMeeting, GoToWebinar and
GoToTraining sessions from this computer. Close the "Waiting for Organizer" dialog to exit the test
session.
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z @ Waiting for Organizer - GoToMeeting l — | |&I

V Successfully Connected!

Waiting for Organizer...
While you wait, read our Audio Cheddizt for helpful tips.|

Details

Subject: GoToMeeting - COMMECTION TEST OMLY
Time:
Date: This is a recurring meeting,

Audio

Thank you for joining this connection test session. You should be able to successfully
join any GoToMeeting, GoToWebinar or GoToTraining from this computer.

To check your audio or webcam functionality please contact us for direct assistance.,
For usage tips, FAQs and contact info visit http://support. dtrixonline. com

If you are the organizer, please log in.

. o

To test or troubleshoot issues with your audio or webcam, contact us by phone 24/7.

If you're unable to join the session, you may not have all the necessary software. See Download
GoToMeeting on Macs for more troubleshooting tips, and make sure you have all the System

Requirements.

Download the Launcher File on Windows

The first time you host/join a session or upgrade/downgrade GoToMeeting on a Windows computer, you'll
be prompted to download a file with an optional browser plugin that lets you launch the GoToMeeting
software faster. If you uninstall GoToMeeting, you'll need to go through the download process again.

Download the Citrix Online Launcher file in Internet Explorer

Note: If GoToMeeting is already installed, Internet Explorer 9 may redirect you to the Connected to GoToMeeting page without
launching the GoToMeeting application. Please install Internet Explorer 9.0.3 or above to successfully launch GoToMeeting using
Internet Explorer 9 and refer to this Windows support article for further troubleshooting information.

1. Launch GoToMeeting by hosting or joining a session.

Note: If you're using Internet Explorer 8 and already have GoToMeeting installed, click No when you see the
Security Warning dialog to immediately launch into session.
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Do you want to view only the webpage content that was delivered
securely ?

This webpage conlairs corlent thal will nol be defvered using & secure HTTPS
connection, which could compromise the sscudty of the entire webpage.

TS Y-

If you click Yes, you must click Download GoToMeeting on the Connected to
GoToMeeting page and go through the download process below.

o

m 2% Citrix Online | |

GololMeeting

@ Connected to GoToMeeting

Your seszon should stard m a mnute, bt i nol, please download
GoToMesting

Ouestions?
Comact Gishal Customar Suppart or tweat 1o us @goinmesting

About Us | Termsof Gervice | Privacy Policy

24T Saporn

el Morg froeT i
Meetings

Stnuclhwe agendas, share pmlu

mnobes & assign lasks with mll
Padia lor GoToMesting

Higsk your own onne mestings! Colaborais with
collaaguas ani present to clents
Try GoTokeeting free for 30 days »

GI'I'I.[X| onling

2. Afile called “Citrix Online Launcher.exe” will start downloading to your computer. Double-click

the file to open it. You can click restart the download if needed.
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Install GoToMeeting
The dewnload should sutomatically begin in o 18w sconds, bt il not, Pheass restar the dovwn koo

N

How ta Install GaToMeeting

& smal fila named Citrix Online Lasncher.exe is
dommnlnading en your compules
Dioubde-chick the fle o open i

Chck Run if proempted and thes Citne Online Laumc®her vall
sdnmatscally install GoToMesling
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3. When prompted to open “Citrix Online Launcher”, click Run.

Open File - Security Warning et

Do you want to run this file?

Name. Downloads\Citrix Online Launcher 3).exe
Pubiisher: Citrix Online

Type: Application
From:  Chlsers\Downloads\Citrix Onling ...

| B | [ Coed ]
[] Always ask before apening this file

& While files from the Intemed can be wseful, this fie type can

potertialy harm your computer. Only run software: from publishers
you trust, What's the dekc?

4. If you're prompted again to run "Citrix Online Launcher”, click Run.
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. Internet Explorer - Security Warning “

Do you want to run this sofbware?
= T Name: Citrix Online Launcher
—_— Publisher: Cibrix Online

(8] more gptions [ e | [Coentin ]

'ﬂ' Whie files from the Intermet can be useful, fhis file type can potentially harm
your computer, Only run software from publishers you trust, \What's the risk?

-

The browser plugin will be automatically installed and lets you connect to future sessions faster.

5. Once you're done, you'll be able to host and join future GoToMeeting sessions faster than ever!

Download the Citrix Online Launcher file in Firefox

1. Launch GoToMeeting by hosting or joining a session.

Note: If you already have GoToMeeting installed, you may see a Launch Application dialog to launch either
GoToMeeting or Citrix Online Launcher. Select the "Remember my choice" check box and then click Launch

Application.
5 =] I =
Launch Application =50 Launch Application ]
This link needs to be opened with an application. This link needs to be opened with an application.
Send to: Send to:
GoToMeeting Citrix Online Launcher
Choose an Application EMHI:-_ Choose an Application Choose..,
I #| Remember my choice for gotomeetingl 083 links. I I ¥| Remember my choice for citroonhine links, I
This can be changed in Firefox's preferences. This can be changed in Firefox’s preferences.
[k ] e __w (o] [ ]

If you see the dialog to launch Citrix Online Launcher, you'll briefly see another dialog that
shows the downloading progress.

3 Citrix Online Launcher e

Connectng to GoToMeeting. ..

—
Derrisading GeTaMestng
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If you click Cancel, you must click Download GoToMeeting on the Connected to
GoToMeeting page and go through the download process below.

o

-.'{"-Cﬂnl- Cnline | + |

GoloMeeting

@ Connected to GoToMeeting

Clch OK f promipted and your session should sfart in a

plaasa downioad GoToMesting ‘\\
Guastions?

Contac! Globad Cuglomer Suppon of beeel 1o us @goriemesing

munube, Dk 1 no

Al s

Teerma of 5

arvict | Priviecy Palicy

Meetings
Steuciure apendas shans

notes L assign tasks walh
Poufio Tor GoToMesting

F=fn
PODIO
. chmpx

Hosl your own onlrs mestings! Collaborals with

colizagues and present tn chants

Try GoloMeeiing fres for 30 daye =

cimyx | orine

2. Afile called “Citrix Online Launcher.exe” will start downloading to your computer. If prompted to

save the Citrix Online Launcher.exe file, click Save File.
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3. Double-click the file in your browser’s Downloads window to open it. You can click restart the
download if needed.

| @ Downloads [E=ET——

Citrix Online Launcher{1).exe

2989 KB = citronline.c

i
| Cleas List Search y=

4. When prompted to open “Citrix Online Launcher”, click Run.
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Open File - Secunty Warning

et e

Do you want to run this file?

gher. Citrix Online
Type: Application

|i _|| MName: Downloads\Citrix Online Launcher [3).exe
- Pubik

From: ChUsers\Downloads\Citrix Onling ...

[ Bun

|| Always ask before opening this file

4 you frust, What s fhe rigk 7

: | While files from the Intemet can be wseful, this fie type can
-a potertially harm your computer. Only run software: from publishers

The browser plugin will be automatically installed and lets you connect to future sessions faster.
We don’t recommend disabling the plugin if you frequently join sessions because you'll need to go

through the entire download process again.

5. Once you're done, you'll be able to host and join future GoToMeeting sessions faster than ever!

Download the Citrix Online Launcher file in Chrome

1. Launch GoToMeeting by hosting or joining a session.

Note: If you already have GoToMeeting installed, you may see an External Protocol
Request dialog to launch either GoToMeeting or Citrix Online Launcher. Select the
"Remember my choice" check box and then click Launch Application.

[ @ External Protocal Reguest

[ & Externpl Pretoonl Reguest

= Tt

Goagle Chrome needs Lo lssnch sn esternal applecatian o hindle

gelomedtingl000; bnke. The lak requetted |o g otemeeting 10091

SALpunch?

EGWPon=B0R2 0433 A 200 REGW Address=210.11 3 008 19552c016.219,11

TI09%2c2 6219118 X0 EProduct=gdmichction=Joinf Buld =100 LEGWD
| MSmegweqotarnecting.comEhioden TorrefiMectingDn 4110004,

The fellewing applecation will be Lunthed & you scoep! thit requess:

“C:AProgram Files (@6, Citmnd GoTalteeting |1 003 G inatallar me=* '

witQeirgs /r5aLaunch?

EOWPor= B0 el 3R2c8 200 BEGWASdress = ZI6 1 B210.01 7009 %I 216,21
| BB Praduct=gim Bl cthon=lomBiB ld= 1000 A EGWDN = ega pete
| mectingomBiModez TersefiblectinglD=44 1804304

[ you did nat inatlate this request, i may rejpiesent an sllempled attack an
| yeul sytern. Unless you lock an opbat acticn Lo inftiste this request, you
thould press Do Mething,

| | Remember iy ehaice for all inks n-'l'lll-rlu15-'p=n.:|/

| | Launch Agpkcstion | [ DaHathing |

Geoghe Chronicneeds Lo Muach an esteinal ap phicstiai 18 hindle
citrisanlimal links. Tha link requestedic civivanlinn
dowrigad.crmeonlinggomArunched launch/ el

Q’-IH'IS:LI:EIHW-'.I L IDHVGE-

LheclTh Dp?ﬂ\'nﬂn!-l!dﬂ!pﬁﬂnwﬂdeﬂlQl..\"Eﬁ']'ml'.-w‘l.'in‘.’l.'qm
wlmkIVIW it T

DTHEN mMECoah rRLRE BT L e nlB wfx o3 Crl ZVERkg Dy Benkth H2yH
B0 Qe st ind BB g p Mg X Hehm

Tha Tallewing dpghcaticn will ba lasched if you secipl thic raguadt:

“CiillsersiippDetatlacel Cardl euncher

WelbsOntinel aunehier.eoe’ “funlfebags feewnladddtrioninecom’
Lrunchesl, EGTriloal PrlllgmnDemilUn GAs | E-

OTHEWmPS Crall ofLBIPAIR C0e Al o5 Crl 2V Sk Wiy BenHhHEyH
GE0=qu Qe gHNi W EE g p Mg K Hghr™

I yoous did net initsat e thic saguast, it may repratent an siamgled attacke an

yeur system. Unless yeu took anesplicn actien bz intime th reguer, peu
shaud preis Do lalbng.

I (7] Rlemesnber my chaice for all s of this type: L/

| Launch Apglicstion | [ D= Mathing, |

If you see the dialog to launch Citrix Online Launcher, you'll briefly see another dialog that

shows the downloading progress.
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& Citris Online Launcher i
Connecing fo GoToMeeting...
e -
Derarinading GaTaMaating
[ concel |

If you click Do Nothing, you must click Download GoToMeeting on the Connected to
GoToMeeting page and go through the download process below.

8 Citrie Oinline o
GoTollecting 241 Suppor
Get More fromn "%
Meetings
Connected to GoToMeeting J PODIO
Structure agondas, sham
noles & assign tasks wth s dr.ll'
B -
Chel Launch Application if promgpied and your seasion should start in a odia for GoToMesting
minits, bud if rof, plapse download GoTolMesting Gel # Froa &1 Fodia oom
Cuiestioms?
Contact Global Customer Suppor of teeet to us @golomesting Hust your ovn onfine mestings! Callabarata with
5t i TR
colleagues and present 1o chents
Try GoTohooting frae oo 30 days »
iboul iy Termm of Service | Privecy Polcy l:h'l.]l."| onlire:

2. Afile called “Citrix Online Launcher.exe” will start downloading to your computer. Double-click
the file to open it. You can click restart the download if needed.
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-:'f Cibr Online

GﬂTﬂMEEﬁHE 2817 Suppun

@ Install GoToMeeting
The download shawld asiomatically bagin in a few seconids, bt [f not, pleasa restart tha dowmioad.

How to Install GoToMeeting

v A amal file named Citvix Online Laincher.eoe 13
downloading on your computer

O Citrix Online Launch.... e * Double-ciick the le to open it

=l |

« Chck Run & prompbed and the Cénx Onlree Launches wall
minmatically msiali GaToMesiing

Cuestions?
- Contact Globel Customar Suppart or teset to us @golomsstieng
= This doeminad includes a plug-in that you can disabls a8 any tima

Aboin | Terom of Service  Srrascy Polcy

) Citrix Online Launch. e
— Open
Abacays open files of this type

Show in folder

Cancal

3. When prompted to open “Citrix Online Launcher”, click Run.

Open File - Security Wamning et

Do you want to run this file?

Mame. Downloads\Citrix Online Launcher [3].exe
Publsher. Citrix Online

Type: Application

From: ChUsers\Downloads\Citrix Onling ...

| B | [ Concd ]

[] Alwways ask before opening this file

- While files from the Intemet can be wseful, this fie type can
@ potertialy harm your computer. Only run software: from publishers
you trust, What s the rsk?
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The browser plugin will be automatically installed and lets you connect to future sessions faster.
We don’'t recommend disabling the plugin if you frequently join sessions because you'll need to go

through the entire download process again.

4. Once you'’re done, you'll be able to host and join future GoToMeeting sessions faster than ever!

Download GoToMeeting on Macs

The first time you host/join a session or upgrade/downgrade GoToMeeting on a Mac, you'll be prompted
to download a file with an optional browser plugin that lets you launch the GoToMeeting software faster. If

you uninstall GoToMeeting, you'll need to go through the download process again.

Download the Citrix Online Launcher file in Safari

1. Launch GoToMeeting by hosting or joining a session.

2. Afile called “Citrix Online Launcher” will start downloading to your computer. Double-click the
file in your browser’'s Downloads window to open it. You can click restart the download if needed.

Cirris Ol i

& [T BR Apgle Vahoo! CGCoogleMips YouTubs Wikipadiz Mews (587)* Popeles

GoTolvleeting

-
Install GoToMeeting
The download should automatically begin in a fow seconds. but H not. please restard the download.

eﬂf\ |4 Derwrivhoumids @DI’" (] Downloads

|& fl_k.
E Ctrix Gmling Lainchar

Download the file Cpan tha File Run the Launcher

# Ihe fie dossnl open aulnmaticaily, you might Ooublo-click e Chrix Online Launc her
1 aai o douske-il ok tha Citr Onlies apphcation e InsruCHns prawids

mall Sl named Citrix Onding Lasncher zip
1, i iR AT e dowhiaaid Lamshe i [ee 0 yaur Lo laida

QispaticnsT
Contact Globsl Customar Support or twest &0 us @Dgotomesing

derailoed incluces & plug-in that vou can disable & any tEne

cl‘l'ﬂ_!_x'l onlire
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3. If the file doesn't open automatically, double-click the Citrix Online Launcher file in your

Downloads folder in Finder.

4. When prompted to open “Citrix Online Launcher,” click Open.

“Citrix Online Launcher-4" is an application
downloaded from the Internet. Are you sure you

want to open it?

Safarl downloaded this file today at 3:49 PM from

wawiwd_gotameeting. com.

I_':'E:- Show Source

- Cancel

Open

The browser plugin will be automatically installed and lets you connect to future sessions faster.
We don’t recommend disabling the plugin if you frequently join sessions because you'll need to go

through the entire download process again.

5. When prompted to open GoToMeeting, click Open.

6. Once you're done, you'll be able to host and join future GoToMeeting, GoToWebinar and

GoToTraining sessions faster than ever!

Download the Citrix Online Launcher file in Firefox

1. Launch GoToMeeting by hosting or joining a session.

Note: If you already have GoToMeeting installed, you may see a Launch Application dialog
to launch either GoToMeeting or Citrix Online Launcher. Select the "Remember my choice"

check box and then click Launch Application.

Launch Application

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

GoToMeeting

Choose an Application _ Chaao 5_1.:..._.__'

This can be changed in Firefox's preferences.

I # Remember my choice for gotomeeting978 IV

(Cancel ) (oK

i

8N A Launch Application

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

Choose an Application Choose..

| i Remember my choice for citrixonline Iinks.l
This can be changed in Firefox's preferences.

Cancel 0K

If you see the dialog to launch Citrix Online Launcher, you'll briefly see another dialog that

shows the downloading progress.
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Connecting to GoToMeeting...
Launching

f— L . T . —— - - . . W —— — =

If you click Cancel, you must click Download GoToMeeting on the Connected to
GoToMeeting page and go through the download process below.

Citrix Onling
{ECa Citrin Online Ll
GololVeeting
@ Connected to GoToMeeting
Click DK I promaied and your sssshon shodld sian in a8 meruie, bul iF mol
plaase downkad GaoTalesling
Questions?
Coniact Clobal Cusiomes Suppon o tweal 0 5 (Hooiomesling
Abieil Ul | T of Saneid | Priviey Policy

4T Suppoi

tings \ﬁ

Mee
Structurs agendas, share pum
nobes & assign lasks wilh = -l.']'l'll.l

Padio for GoloMssting

Ml your aan anline mesings! Colabargla wilh
colleagues and presen o chants
Try GaToMesting free for 30 days »

cimpx | anline

2. Afile called “Citrix Online Launcher.zip” will start downloading to your computer. If prompted to
save the Citrix Online Launcher.zip file, click Save File.
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L3 Citrin Online -

GololMeeting —

@ Install GoToMeeting
Ther dowentnad should sutomatically bege in & fow seconds, but if not, please mstan The dewnioad

Chivix Omline: Launcher

Dowmiload the file Cipen the File Run ihe Launchear

& =mall file nared Citnx Onlee Launchecrip is ick the Dewnloa

@ CArix Onling Launcier

Jorwmil g gecineg of whair DicAe G ar sy e insmuctiong proveded
Cruastlons?
+ Contact Gobal Customer Support o taeet to us @golomesting
This download inchedes sofware components that you can disable at amy time
Epoir s | Tems of Benspe | Privecy Poloy c]'l'l,l,x‘l onimea

3. Double-click the zip file in your browser's Downloads window to open it. You can click restart
the download if needed.

4. In the Downloads window, double-click the Citrix Online Launcher application.

5. When your Downloads folder opens in Finder, double-click the Citrix Online Launcher
application.

6. When prompted to open “Citrix Online Launcher”, click Open.

“Citrix Online Launcher” is an application
downloaded from the Internet. Are you
Sure you want to open it?

Firefox downloaded this file today at 3:59 PM.

@ (Cancei ) (Open

The browser plugin will be automatically installed and lets you connect to future sessions faster.
We don't recommend disabling the plugin if you frequently join sessions because you'll need to go
through the entire download process again.
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8. Once you're done, you'll be able to host and join future GoToMeeting, GoToWebinar and
GoToTraining sessions faster than ever!

Download the Citrix Online Launcher file in Chrome

1. Launch GoToMeeting by hosting or joining a session.

Note: If you already have GoToMeeting installed, you may see an External Protocol
Request dialog to launch either GoToMeeting or Citrix Online Launcher. Select the
"Remember my choice" check box and then click Launch Application.

¢

Enternal PFrotocol Request

Coogle Chroms mesds 10 @undh an evermal apphcanon
i Faridby gotmmerbrg B IR by The bnk reguesied n

gotomartssgd T8 (/SALsunch?

ECWPort = B2 dd Pl e A 2 OICWASS e =2 16 1LY 208

19N 16 19 107 20Nl 16 219 11 8 2Ot =
gImA e

WACL | FOWON = sps gotomestong commBAT= LOIGR1T
LAY TOLIE Y L TSP T nghl V0Vl |1 vy Ol
= Terpellepting =441 TT404 1

The {oliomwng applicston will be Weechad F gow goept
L

CoTolernng vh 3

Wy e mEY GAMLEE T PR, R FEERLENT AR
iMeAmipted Mach bF your iyited Unleii vou hook af

FRpCE STHR T ineRalE Thit FEQREFLE, ¥Ou L hould press
D Nothing

[ + Remember my choice for sl links of this w

_ Do Nothing | [ Launch Application

€

External Protocol Request

Coogle Chiromne needs 1o lunch an external applicatian
o handie ctrizoaline: Bnks. The lnk requested i
citrimanling: dowrboad. citrinonine om)
lamnche? flasnchiel -

¥ IMPZp DR mEr TRIMOBXROC 30w - Lanl-

W TvrommiIBdy] B Ms TrjakiCN_ . hAS--

oV | fdiweUniawRL s DI Eget Y Sk 9 S rriOC R IMTHIL
mal FEEC DrRhPbiim| DgEeMCqhlv P FrAD L 5L 1 -
HgadNjERLg LamWO T IoRyiwd 1Fi LJiMamED

The following spplication will be laanched o you accept
this regqueesl

CitrixnlinelLsuncher

W you did not indtiate this reguest, & may represent an
arempied SMACK On your wystem, Unies you took an
explicit AcEon to initiate this fégueil, you thould press
D Motheng.

Idbrnlmblr my choice for all links of this type

Do MNothing Launch Application

If you see the dialog to launch Citrix Online Launcher, you'll briefly see another dialog that
shows the downloading progress.

Citrix Online Launcher

Connecting to GoToMeeting...

Launching

S O O O O O O T T T A T, W, W

If you click Do Nothing, you must click Download GoToMeeting on the Connected to
GoToMeeting page and go through the download process below.
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24/T Suppaort

Get More from

Meetings w
Struciure agendes, 5k pﬂnm
nofes & assign lasks with e dm:

Podia for GoToMesting

£ Ao 2 Poaso cor

Harst yowr oven onling meatings! Collaborata with
coflnagues and present bo clents
Try GoToMeeting Inss for 20 days «

l.',i'l'.l!'l anlina

2. Afile called “Citrix Online Launcher.zip” will start downloading to your computer. Double-click

the zip file to open it. You can click restart the download if needed.
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4% Citriw Online ]
GoTolMeeting 241 Suppon
Install GoToMeeting
The dewnlosd should arlamatically begin in & few seconds, bul il nol pleass restar the down losd.
o Qoo s @00 o
. L3 L%
T Conrin Dobose: Lssseh e 2 —k Citrix Onlke Launcher.lp
Download the file Open the File Run the Launcher
ey g At Jeribila-chek the CRrlx Online Laureher 2ip e Deautig-click tha CRrle Onling Lausehar
A emal e ramed Clirty Onling Lsuncher rip (s |o aipen e Citix Onling Bpplicaton |aumches application and loliow the insmucions provided

g, CRck Show if Findes 15 visw the
can resian o download

cowil
fila. ¥ you naod io, you

Guestions?
Contact Glabal Cuslomer Suphor or el 1o us Joatomsaling
= Ths downlaad includes a plug-n Ihat you can disabée al any lime

Aboui Us | Teres of Servics | Priveny Policy

l| Citrim Owdine Launcher._nip ™

Open

tlTI}H anlirss

& Show A

Alveays Ogpen Files of This Type
Show in Finder

3. In your Downloads folder, double-click the Citrix Online Launcher application.

4. When prompted to open “Citrix Online Launcher,” click Open.

—

“Citrix Online Launcher 2 is an application
downloaded from the Internel. Are you sure you
want 1o open it?

Google Chrome downloaded this file today at 3:35 PM from

download. citrinonling. com,

™ ([ Show Web Page |

r B,
( Cancel ) Ii Open |

o]

The browser plugin will be automatically installed and lets you connect to future sessions faster.
We don’t recommend disabling the plugin if you frequently join sessions because you'll need to go

through the entire download process again.
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5. Once you're done, you'll be able to host and join future GoToMeeting, GoToWebinar and
GoToTraining sessions faster than ever!

Disable the Launcher Plugin

When you download the Citrix Online Launcher file, a browser plugin and the Citrix Online Launcher app
will be automatically installed, so that you can connect to future sessions faster. If you frequently join
sessions, we don't recommend disabling the plugin or uninstalling the Citrix Online Launcher app (the
same way you would uninstall any other program on your computer) because you'll be required to go
through the entire manual download process again.

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

2. Select the Tools menu > Add-ons.

Mew Tab k ; Bookmarks b

P Start Private Browsing History b
" Dewnloads

Find... #& Add-ons

Save Page As... Options k

Send Link... Help ]
& Print.. k

Web Developer L

Full Screen

Set Up Sync..
E Exit

3. In the Add-ons Manager, find the Citrix Online Web Deployment Plugin. Click Disable.
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TR L | 1
o Adel-erg Manager _‘_"_
P 'ﬂ" Ervich Gl einlal =i o

i Get Add-ons

lt Extensions

Pk Appearance

B Plugins

Citrix Online Web Deployment Plugin 1.0.0.39
Citre Orilne 4pp Detector Plugn Morg Drsble

downloadUpdater 1.1.0.2
npdnad  floig Dinshle

downloadUpdater2 1.3.0.0
npdnupdste?  fore Dushle

Google Update 1.3.21.111
Google Update  bare Dssble -

You can re-enable it 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.

[ B e

& Plug-ins

= AR mie/ pluging @ A

-

Plug-ins (17) # Detads
Citrix Ordine Web Deployment Plugin
Citriee Oniling App Detector Fugin
Disable Alwarys alovwed

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

Disable the Citrix Online Launcher plugin in Safari on Macs
1. Open Finder and select the Go menu > Go to Folder. Or, press Command + Shift + G.

2. Navigate to user/Library/Internet Plug-Ins and click Go.
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£l Fonts Disabied
& Google
3 imovie
& Input Methods

@

£ Keyboard Layouts
3 Keychains

[0 LaunchAgents
&3 Logs

& man

-
:
;

-
:
.
.
2

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

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

Once you remove the plugin from your Internet Plug-ins, it is removed from your Mac and
from all other browsers on your computer. Please note that each time you launch
GoToMeeting, the plugin will automatically become re-enabled.

Disable the Citrix Online Launcher plugin in Firefox on Macs
1. Open Firefox.
2. Select the Tools menu > Add-ons.

3. In the Add-ons Manager, find the Citrix Online Web Deployment Plugin. Click Disable.
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You can re-enable it by clicking Enable. Please note that each time you launch
GoToMeeting, the add-on will automatically become re-enabled.

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

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

00 ‘:'.;f Ciariz Online - Plug-ins

= & | &) chrome:/ [plugins ol

m Plug-ins

Plug-ins (%) H Details

Citrix Online Web Deployment Plugin - Version: 1.0
Plisgan that datacts inslalled Citrix Onling products [visil wwe citrigonling comj

Dizabis Allre

Java - Version: 13.7.0
Jawa Plug-in 2 for NPAP| Browsers

Dizaiie _| A .

Citrix Online Launches. Bp = 4 Show il

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

Connection Wizard (Windows)

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

Run the GoToMeeting Connection Wizard on Windows

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

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

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

Welcome to the GoToMeeting
Connection Wizard

This wizard wil help you set up the aptimal connection
settings for GaToMeetng

To continue, press Mext

Capyright () 2004-2013 Citrix Systems, Inc.

Versian 5.0 Buld 19

= Back Next = | Cancel ]

R

GoToMeeting Connection Wizard 2

The Connection Wizard will naw apen vour default browser to visit wiww.gotemesting. com, TF
your browser does not open, please open it manualy and navigate to www,gotomeeting, com.

Please press OK to continwe once the page is displayed in your browsar,

You can also press Canced to go badk,

o [ comeet |

.

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

Detection and Verification
Detecting and Verifying Connections

The GaToMestng Connection Wizard is currenBly irying to determine e best conneclion
settng for your computer to connect o the GoToMesting service infrastructure,

Depending on the complexity of your network, this process may ke several mnutes. Piease

o

»

e pabent.
Deteciion progress:
——
@ GoToMerting Connection Wizand m
Detection and Verlication
Detecting and Verfying Connectons

—

The GaTeMeebng Cormection ‘Wizsd is currently tryng to determine the best conmection
settng for your computer to conmext io the GoToMeeting service infrastruckure.

Depending on the complexity of your network, ths process may @2ke several mnutes. Fizase

be pabent.

Detection progress:

Detection Complete,

(e )ome> ]

Cancel

5

5. Once the detection process is complete, click Next.

6. Then run GoToMeeting by hosting or joining a session to see if the connection settings

work properly.

You'll have 3 options:

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

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

¢ GoToMeeting still cannot connect to the GoToMeeting service
infrastructure — Contact Global Customer Support for further troubleshooting.

You may be asked to provide a GoToMeeting Connection Wizard report by

clicking Wizard Report.
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% GoToMeeting Connection Wizard &J

Technical Report
Contact Technical Support

The Conmeciion Wizard was unable to find appropriate cornection sattings.

Flease contact GoToMeetng Global Customer Support: at the: following locaton:
hittp: {lsunport. dtrivenline. com qatamesting fcontact

You may be asked to provide information gathered by the Connection Wizard, Clidking on the
Ik below will open Windows Explorer to a lecation where an archive was oeated with al the
infarmation collected by the Connection Wizard,

':l"'lz- I |£ﬁ" i r!

D yeu nesd ta rum e Connection Wizard again?

' Flease bring me badk to the beginning so I can run the Connection Wizard again

[ <o |[Cnes ] [l

Advanced Connection Wizard

The GoToMeeting Connection Wizard tests and determines the ideal connection settings GoToMeeting
can make within your network. The Connection Wizard stores optimal connection settings on your
computer and keeps these settings for future attempts to join or host a meeting from your computer.
Advanced users and network administrators may wish to use the Custom Wizard.

Citrix does not currently offer Mac support for the GoToMeeting Connection Wizard.
B To run the GoToMeeting Connection Wizard

1. To begin the test, download the GoToMeeting Connection Wizard.

2. Click GoToMeeting Connection Wizard.

3. Click Save File to download the g2mwizard.exe file.
4. In the Downloads box double-click the file name.

5. Click Open or Run.

6. Once the Connection Wizard opens, click Run Wizard.
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t#: GoToMeeting - Connection Wizard |

GoloMeeting"

Welcome to the GoToMeeting Connection Wizard

The ‘wizard performs a zeries of tests that will eztablizh the optimal
cohnection zettings for paur network, After running the Yizard, vou can
ghore these zettings for use with the GoT ok eeting software.

Before proceeding, make sure the date on vour computer is set
corectly [double-click tme indicator to check).

Find best connection zettings now:

@ 2004-2007 Citriz Online, LLC Vergion 3.0.0 Build 14

7. The Connection Wizard opens a browser window to the GoToMeeting website and attempts to
detect connections to Citrix servers. Wait for the Connection Wizard to test connectivity, then click
Next.

¥ GoToMeeting - Connection Wizard

GoloMeeting"

Connection %izard in Progress I

Detect connections to Gateway, JEDI

 f=E Cancel

8. The Connection Wizard informs you if it finds good connection settings. Click Exit Wizard to
finish.
Using the Custom Wizard (Advanced Users Only)

The Custom Wizard is for advanced users and network administrators to activate additional options to
customize GoToMeeting connections within your network.
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Citrix does not currently offer Mac support for the GoToMeeting Connection Wizard.

B To run the GoToMeeting Custom Wizard

1. Open the GoToMeeting Connection Wizard.

2. Click GoToMeeting Connection Wizard.

3. Click Save File to download the g2mwizard.exe file.
4. In the Downloads box double-click the file name.

5. Click Open or Run.

6. Once the Connection Wizard opens, right-click the GoToMeeting logo banner to activate
additional options.

¥ GoToMeeting - Connection Wizard

GoloMeeting"

Welcome to the GoToMeeting Connection Wizard

The “Wizard performs a zenes of tests that will establish the optimal
connection settings for your netwaork, After unning the ‘Wizard, you can
ghore these settings for uze with the GoTokeeting zoftware,

Before proceeding, make sure the date on your computer is set
carectly [double-click time indicatar to check).

Find best connection settings now: Hun ‘wizard

@ 2004-2007 Citrix Onlite, LLC Wersion 3.0.0 Build 14

7. On the options menu, click Custom Wizard.
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ﬁ GoToMeeting - Connection Wizard i

GoToMeeting"

Welcome to the GoToMeeting Connection Wizard

Thie Wizard pesfoirns a senes of tests that will establch the cptimal
connection settings for your netwark. Afbes running the 'Wizard, pou can
store these setings for use wath the GoToMesting softwane.

Befoe proceeding, make sure the date on your computer iz set
comectly [double-chck time ndicator bo check]

Find best connection seftings now: | Aubomatic Wizard ]
Advanced users can assed the Wizard: [ Custom Wizand ]
Manual, connection-ielated bools: | Manual Tools ]
[Uze with acsislance from &
Citii Drlire Suppoit Engresd. |
IL @ 2004-2007 Citri Ondine, LLC Wersion 2.0.0 Buald 14

8. Specify the parameters of the connection test. If you'd like detailed information on the IP
addresses of the data servers the wizard attempts to reach, please consult our IP range document,
available at http://www.citrixonline.com/iprange.
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X

GololVeeting"

Cugtarn YWwizard

[f your are an advanced user, you may customize how the wWizard will find

the best connection on wour netwark,

[¥ Enable wPAD [PAC zearch/parsel

¥ Search and parze PAC scripts from browser settings

¥ Enable use of Windows DLLs for PAC file execution

¥ Enable Dynamic Proxy D etection

[Opens your browser and probesz itz live connections. ]

[ Specify a proxy address and port to include in the test

|F addresz or domain name: I

Port: I

¥ TestDMS ¥ Test P Ranges [runs during walidation]

b are Wizard Options |

< Back | Mext » I

Cancel |

9. When finished, click Next.

The Connection Wizard opens your browser to the GoToMeeting website.
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t#: GoToMeeting - Connection Wizard x|

GoloMeeting"

Connection %izard in Progress ]

Detect connectiong to Gateway, JEDI

[ et Cancel

10. Wait for the Connection Wizard to detect a connection to Citrix servers and click Next.

11. The Connection Wizard displays all verified connection methods. You can select a connection
method and set its usage from the drop-down menu. You can force GoToMeeting to communicate
through a specific port. If your network requires Internet traffic to go through a proxy and it is listed
as a verified connection method for GoToMeeting, set its usage to Force or Try Always.

¥ GoToMeeting - Connection Wizard

GoloMeeting"

Connection Test Besulks for Streaming Communications

Werfied connection methodz are shown below. The optimal connection
method is highlighted. Tao create a new connection method, click the ‘Add
button. To change the connection method, click it and then chooze the
Ilzage ztatug from the 'Uzage’ pull-down menw. [Oaly one connection method
can be selected.]

Strearing Communications | |zage | W erifie -
S5L. HostPart: 443 Mone 15
Direct, HogtPort; 8200 Hone [
Direct, HogtPart: 80 Maone yes

HTTP prosy [123.93.123.99:80), HostPaort: 443 Ty Abwars  pes

<

|lzage:

Mo Change | Add Store and Y alidate
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12. If there are no verified communication methods, or you do not see your network proxy listed,
click Add.

13. Specify your proxy information and click Verify to test it. If the Connection Wizard cannot verify
your network proxy connection settings, contact your network administrator or refer to our Citrix
Online IP range (http://www.citrixonline.com/iprange) for optimal firewall configuration.

*k: GoToMeeting - Connection Wizard

Gololeeting"

Add and Yerify Custam Connection kethod for Streaming Communications

Target HostdServer [P Address: I

Target HostServer Port; I

M ethod: I Py (2] j
Proay [P Address: I

Prowey Part: I

Veity | aad | Cancel |

14. Once the Connection Wizard finishes, it notifies you of its results.

15. Attempt to restart the GoToMeeting program and determine if your connectivity has improved.
If you find that you cannot connect on a given configuration, open the Connection Wizard again.
Right-click the GoToMeeting logo banner. Click Manual Tools.

16. Click Reset to remove any previously stored settings.

17. Once settings have been reset, run the Connection Wizard again and see if you can join or
host a meeting.
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