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Getting Started

Welcome

Citrix® GoToWebinar® is a revolutionary and unique Webinar solution that makes it easier to plan,
present and profit from web-based events.

GoToWebinar is a managed online event service that makes communication with employees, partners,
customers and prospects easier and more efficient than any online event product available today.
GoToWebinar users can provide presentations, perform product demonstrations and provide online
training to anyone, anywhere. GoToWebinar's rapid product download, innovative Webinar planning tools,
intuitive user interface and robust reporting functionality gets Webinar organizers and attendees up and
running in a matter of seconds. Other products are very difficult to use, require extensive training and take
days - even weeks - to set up a single online event. GoToWebinar eliminates unnecessary confusion
surrounding Webinar setup and delivery, and users will appreciate GoToWebinar's original, yet extremely
effective, approach to online events.

From Webinar start to end, GoToWebinar is an innovative and user-friendly way to improve business
productivity. GoToWebinar's ease-of-use, reliability and high availability create a flawless Webinar
experience for each participant every time it's used. GoToWebinar makes it unbelievably simple to set up
or join online events through a variety of user options. Individuals residing anywhere can instantly join a
Webinar with one-click access, eliminating complex log-in screens so you can achieve higher attendance
rates. GoToWebinar results in substantially greater increases in user productivity than does other
products because GoToWebinar makes it more efficient for sales, marketing and training users to have
Webinars more frequently.

GoToWebinar is the most robust online event service available. Not only does GoToWebinar have all the
necessary features needed for effective and successful sales, marketing and training events, but also it
remains the easiest and most cost-effective solution on the market.

© 2012 Citrix Online, LLC. All rights reserved. 1
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Using This Guide

Guide Structure
This guide is divided into four sections:

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

e Wehbinar Planning - This covers how to schedule, customize, track and practice GoToWebinar
Webinars.

o Webinar Presentation - This section covers how to start, conduct, record and manage
GoToWebinar Webinars.

e Webinar Follow-Up - This section covers GoToWebinar Webinar analysis, reporting and attendee
follow-up.

Individual and Corporate Users

These help files address both individual GoToWebinar users and GoToMeeting Corporate
users:

¢ Individual GoToWebinar users sign up for an organizer account online with a credit card.
e GoToMeeting Corporate users are invited as organizers by their company administrator.

While most features apply to both kinds of users, some content relates to just one. This guide will clearly
note any user-specific content.

Mac Users

‘-’- GoToWebinar users can host and attend Webinars on both PCs and Mac® computers.
Mac | Significant differences in how GoToWebinar works on the Mac platform are highlighted with
this icon.

© 2012 Citrix Online, LLC. All rights reserved. 2
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Useful GoToWebinar Terms

e Attendee: An attendee is any person who joins a Webinar with no pre-specified role. Attendees
have very limited privileges.

e Control Panel: The Control Panel gives organizers, panelists and attendees access to various in-
session Webinar functions.

e GoToMeeting Suite Icon: The GoToMeeting Suite icon enables Mac users to access organizer
features of both GoToMeeting and GoToWebinar. To access organizer features, double-click the
GoToMeeting Suite icon on your desktop.

e GoToMeeting/GoToWebinar System Tray Icon: The system tray icon is used by PC users to
access organizer features of GoToMeeting Corporate/GoToWebinar and to provide status of
GoToMeeting/GoToWebinar service. To access organizer features, right-click the system tray icon.

Icon | Description

GoToMeeting Is in Session - A meeting is in progress,

GoToWebinar Is in Session - & Webinar is in progress.

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

GoToMeeting/GoTaWebinar Is Connecting - The application is attempting to establish
a connection with the server. Thisicon is animated to look like it is "filling up.” While
conneding, the user has a very limited set of menu options (Help, About, Exit).

GoToMeeting/GoTaWebinar Is Ready - A connection has been made, and the
application is ready to be used. The user has all menu options available.

8 &8 & & 8@

GoToMeeting/GoToWebinar Is Offline - A connection has been made, but thers is
some temparary network difficulty. The user will still have all menu options available.

B GoToMeeting/GoTaWebinar Is Mot Connected - A connection could not be established.
The user has a very limited set of menu options [Help, &bout, Exit].

e Hallway: The Hallway is a dialog box that attendees see either during a Practice Session or before
an organizer has started a live Webinar. Once the Webinar goes live, the Hallway dialog box
disappears and attendees see the Waiting Room.

In-Session: Time frame when tasks are done during a Webinar.

Interest Rating: The Interest Rating is a statistic that allows organizers to benchmark and qualify
attendee interest in a Webinar. Interest Ratings are computed from a proprietary algorithm that
evaluates each Webinar attendee's interactions on a scale of 1 to 100 (100 being best). Factors
that contribute to the Interest Rating include, but are not limited to, attendance length,
attentiveness during the session, number of questions asked and an attendee's successful
completion of polls, surveys and registration.

¢ No-Show: A No-Show is someone who registers for but does not attend the live Webinar.

e Organizer: An organizer is the person who schedules and starts a Webinar. There can be more
than one organizer. On GoToMeeting Corporate plans, all organizers specified before a Webinar
have equal rights to view, create and modify the pre- or post-Webinar information on the website.
Panelists and attendees can be promoted to organizers during a session but will not have post-
Webinar organizer privileges.

e Panelist: A panelist is a guest who will be presenting (guest speaker) or answering questions
(subject-matter expert) forwarded to him/her during a Webinar. A panelist can be promoted to
presenter at any time during the Webinar. An attendee can be promoted to a panelist.

e Post-Webinar: Time frame after the Webinar ends when tasks are done on the GoToWebinar
website, such as reporting, archiving a recording or sending out a follow-up email. Only organizers
have tasks post-Webinar.

e Practice Session: The Practice Session allows organizers to practice their Webinar before going
live. Only organizers and panelists who have been invited to attend the event can join a Practice
Session.

o Presenter: A presenter is the person showing his or her desktop. The current presenter can then
pass this role to another organizer or panelist.

© 2012 Citrix Online, LLC. All rights reserved. 3
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e Pre-Webinar: Time frame before the Webinar begins when tasks are done on the GoToWebinar
website, such as scheduling a Webinar, monitoring the registration count or creating in-session
polls and surveys. Only organizers have tasks pre-Webinar.

Registrant: A registrant is any person who has registered for a Webinar.
Viewer Window: The Viewer Window is the window that appears on the attendee's computer
displaying the presenter's desktop or shared application.

¢ Waiting Room: The Waiting Room screen displays in the Viewer Window any time attendees wait
for a presenter to begin showing his or her screen.

e Webinar Invitation: After scheduling a Webinar, the Webinar Invitation is the email that the
organizer forwards to prospective attendees to invite them to register for the Webinar.

e Webinar Confirmation: The Webinar confirmation email provides the Webinar information and a
unique Join Webinar link. It is sent to registered attendees and to any panelists and organizers (for
GoToMeeting Corporate plans) who have been invited.

© 2012 Citrix Online, LLC. All rights reserved. 4



System Requirements

GoToWebinar® User Guide

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

you need before downloading the latest version of GoToWebinar.

What are the system requirements for running GoToWebinar?

Windows

Operating System Windows 2003 Server
Windows XP
Windows Vista
Windows 7

Processor 2.4 GHz or more

RAM 2 GB 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® 3.0 or newer

Google Chrome™ 5.0 or newer

Additional software

JavaScript™

Java™ 1.6 or higher recommended

Mac

Operating System

Mac OS® X 10.5 (Leopard®)

Mac OS® X 10.6 (Snow Leopard®)

Mac OS® X 10.7 (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® 3.0 or newer

Google Chrome™ 5.0 or newer

Additional software

JavaScript™

© 2012 Citrix Online, LLC. All rights reserved. 5
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10S

Device

iPad® 1 or newer

iPhone® 3GS or newer

iPod® Touch (3rd generation) or newer

Operating system

iOS 4.2 or newer

Internet

WiFi recommended for VolP

Additional software

Free GoToMeeting App from the App Store

Android

Operating system Android 2.2 or higher

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

Operating system

iOS 4.2 or newer

Additional software

Free GoToMeeting App from the Google Play Store

What equipment do | need to use GoToWebinar?
All you need to start using 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.

© 2012 Citrix Online, LLC. All rights reserved. 6
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Features Overview
Easy Online Webinar Planning

e Automated Email Templates: Use GoToWebinar to craft automated email invitations, confirmations
and reminders.

e Recurring Webinars: Schedule a Webinar that recurs daily, weekly or monthly; invite the same or
different attendees.

e Customized Branding: Upload your company logo and a custom image to show your brand on all
Webinar communications.

e Full-Service Registration: Enable GoToWebinar to host your registration and send you weekly
registration reports.
GoToWebinar Integrated Audio: Allow attendees to join the conference call via telephone or VolP.
Pre-Webinar Practice Sessions: Practice your presentation before your Webinar begins to ensure
everything goes as planned.

Interactive Presentation Tools

¢ Webinar Dashboard*: Monitor Webinar attendance, interest and satisfaction using at-a-glance
Dashboard charts.

o Desktop/Application Sharing: Broadcast a view of either your PC or Mac desktop, or a specific

application* to Webinar attendees.

Change Presenters: Use multiple presenters at your Webinar to boost audience interest.

Annotation Tools*: Draw, highlight and point to items of interest right on the screen.

Audience View*: Get a real-time view of the content your audience is seeing.

Polling: Get real-time audience feedback during your presentation; create polls on the fly.

Simple Attendee Interface

¢ One-Click Webinar Entry: Allow attendees to enter your Webinar in seconds by simply clicking the
link in the confirmation email.

e Question & Answer Window: Provide attendees with the ability to ask questions and get responses
in real time.

Webinar Analysis and Follow-Up

e Survey: Get audience feedback after your session ends.

o Attendee Profile with Interest Rating: Get a ranked list of qualified attendees that you can import
into your Customer Relationship Management (CRM) system for follow-up.

o Webinar Reports: Use Webinar reports to identify your most effective Webinars and replicate
successful efforts.

o Desktop Recording/Webinar Playback: Record your Webinar - including audio - and play it back
later for additional audiences.

¢ Automated Follow-Up Emails: GoToWebinar sends follow-up emails to all registrants after the
Webinar is over.

‘-’ Features marked with an asterisk (*) are not currently available for Mac users.

Ma&
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Create Your Organizer Account - GoToWebinar Individual Plan

For an organizer account GoToWebinar individual plan users sign up online with a credit card. First-time
organizers must create their GoToWebinar account before being able to schedule and start a Webinar. It
generally takes less than two minutes to set up a GoToWebinar account.

’TO create your account

1. Go to www.gotowebinar.com and click the Try It Free or Buy Now link.

2. On the Create Your Account page, enter your information and follow the prompts.
3. Onthe Install GoToWebinar Software page, click the Install GoToWebinar button.
4. If prompted, click Yes, Grant or Trust to accept the download.

Is Updating Credit Card Information Secure?

Online credit card payments are processed on our secure server using a VeriSign SSL Certificate. This
means GoToWebinar has been authenticated by the strictest industry standard, and your transaction with
us is encrypted.

Create Your Organizer Account - GoToMeeting Corporate Plan

GoToMeeting Corporate plan users are invited as organizers by their company administrator; this must be
done before you can create your organizer account. In addition, before you are able to schedule or start a
Webinar, your GoToMeeting Corporate administrator must enable you to host Webinars.

"TO create your account

1. Go to your email application and open the GoToMeeting Care invitation email you received from
your administrator entitled Set Up GoToMeeting Corporate with GoToWebinar.

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

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

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

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

abrwn
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Install the GoToMeeting/GoToWebinar Application

The GoToMeeting/GoToWebinar application allows quick access to such features as scheduling and
managing a Webinar and setting preferences. You can install the application once you create your
organizer account. If the GoToMeeting/GoToWebinar application has been removed, you can re-install it
at any time.

P PC Users: To install the GoToMeeting/GoToWebinar application

Open an Internet browser and go to www.gotowebinar.com.

In the top right corner of the website, click Log In.

Enter your email address and password and click Log In.

In the left navigation menu, select My Webinars. The My Webinars page will load.

At the bottom of the My Webinars page, click the Need to re-install our software? link.

The GoToMeeting/GoToWebinar application downloads to your computer. For PC users the
GoToMeeting icon appears in your system tray ready for use.

i) 2230

-——

oukwbdE

P Mac Users: To install the GoToMeeting/GoToWebinar application

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

2. In the left navigation menu, click Host a Meeting. The GoToMeeting application will download.

3. Atthe email and password prompt, click Cancel. The GoToMeeting Suite icon appears on your
desktop. Once downloaded, GoToMeeting/GoToWebinar can be moved from your desktop to a
location of your choice, including your dock.

Note: For help with Java integration for Mac users, click here.

© 2012 Citrix Online, LLC. All rights reserved. 9
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The GoToMeeting/GoToWebinar Application

The GoToMeeting/GoToWebinar system tray icon provides convenient access to all
GoToMeeting/GoToWebinar functions. To access functions from your PC, right-click the system tray icon
and select the desired function.

e Webinar Now: Launches an ad-hoc Webinar. (a)

e Schedule a Webinar: Links to the GoToWebinar Web site where organizers can schedule
Webinars. (b)

e My Webinars: Links to the GoToWebinar Web site where organizers can view and manage
scheduled Webinars. (c)

¢ Join: Joins you to a meeting or Webinar after entering the meeting/Webinar ID. (d)

e Help: Launches online help for GoToMeeting/GoToWebinar. (e)

e Preferences: Provides access to user preferences. (f)

e About: Provides GoToMeeting/GoToWebinar software version information. (g)

¢ Exit: Closes the GoToMeeting/GoToWebinar application .(h)

&8 GoToMeeting®

Meet Now...
Schedule a Meeting...
My Meetings...

&8 GoTo\Webinarm™

Wehinar Mow. ..
Schedule a Webinar. ..
My Webinars. ..

Join...

a 0O O w

Help
Preferences. ..
About...

Exit

I @ — @

icon on their desktop or clicking the icon in their dock. Other functions, including Help and

Mac users can access many GoToWebinar functions by double-clicking the GoToMeeting
‘: Preferences, can be accessed from the GoToMeeting menu bar.

Mac

B0 GoToMeeting Suite

kf GoToMeetl ﬂg Easy Online Meetings - Anytime, Anywhere

m [ Meet Mow ) [ Schedule Meeting ) [ My Meetings )

C J' ,  GoToWebinar™ | trems ind online Meetings Vace oy

{"Webinar Now ) { Schedule Webinar -:I (" My Webinars \‘

d a b &
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Set GoToWebinar Application Preferences

Organizers can set preferences for running GoToWebinar, such as file-save settings, in-session action
messages and running a GoToWebinar test connection.

P To set GoToWebinar preferences from the system tray icon

1. PC users' right-click the GoToMeeting/GoToWebinar EB icon and select Preferences. Mac users,
double-click the icon and select Preferences from the GoToMeeting menu bar.

2. Select the appropriate tab for the set of preferences you want to customize.

3. Select your preferences.

4. Click OK.

P To set GoToWebinar preferences from the Control Panel during a Webinar

1. When in a Webinar, select Preferences from the File menu in the Control Panel.
2. Select the appropriate tab for the set of preferences you want to customize.

3. Select your preferences.

4. Click OK.

Start Up Preferences
The Start Up category enables organizers to determine how to start GoToWebinar. Options include:

e Automatically after I log in to Windows: This option starts the GoToMeeting/GoToWebinar
application automatically after you log in to your PC.

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

e Log in: Selecting the Remember me on this computer checkbox will enable automatic login to the
system.

¢ Remind me of upcoming meetings and Webinars: This checkbox becomes available if you select
the Automatically after | log in to Windows checkbox and provides you with reminders for your
scheduled meetings and Webinars.

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

‘; Mac users currently have the Log in option in the Start Up category only.

Ma&

General Preferences

o File-save settings: These settings allow for data storage for the GoToWebinar Reporting features
and enable an organizer to always save Chat Logs to his or her local machine.
e Security: This option enables/disables the inactivity time-out feature which will automatically stop
screen sharing if there is no keyboard input or mouse movement for the specified period of time.
e Session Identity: This setting remembers an organizer's name and email address as it will appear
in the meeting/Webinar attendee list.

‘; Mac users only have the Session Identity option in the General Preferences category.

Ma&
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Webinars Preferences

The Webinars category enables organizers to determine which action messages are visible to an
organizer during a Webinar.

é Mac users do not have this option in their Preferences menu.

Ma&

Recording Preferences

e Audio: Allows you to enable or disable the audio recording feature. To record, choose which audio
service you scheduled to use for your Webinar.
¢ Video: Allows you to select the Webinar recording output format and destination for saving the file.

For more information on recording settings, please see Recording a Webinar.

Connection Preferences

The Connection category enables organizers to test the status of the GoToMeeting/GoToWebinar
connection.

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

Audio Preferences

The Audio category enables organizers to select and test microphone and speaker devices for use with
VolP.

Mac users do not have this option in their Preferences menu but can select and test their
‘; audio devices in-session through the Control Panel Audio pane.

Ma&
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GoToWebinar Website

The GoToWebinar organizer website enables organizers to schedule, customize, manage, track and

delete their Webinars. In addition, organizers can view Webinar history, generate reports and edit account
information.

Log In to Your Organizer Website
To access organizer web site features, organizers must first log in.

> To log in to your organizer website

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

2. In the top right corner of the website, select Log In.

3. Enter your email address and password and click the Log In button.
4. Inthe left navigation menu, select My Webinars.

© 2012 Citrix Online, LLC. All rights reserved. 13
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The My Webinars feature enables organizers to view any existing scheduled Webinars.

P To view scheduled Webinars

1. Log into your account.

2. Inthe left navigation menu, select My Webinars. The My Webinars page will load with a list of

scheduled Webinars.

3. To return to the My Webinars page from another page,

menu.

select My Webinars in the left navigation

¢ Edit Webinar description, registration form and session settings. (a)

e Expand and collapse Webinar information. (b)
e Edit session date/time. (c)
¢ View and download Registration Report.(d)

¢ Approve/deny registrants when using Upon Approval.

o Click to practice this Webinar. (f)*
¢ Click to start this Webinar. (g)

K

Mac

e

" Customer Satisfaction Guaranteed Eds
5 —| Registration: Eda

‘= Change Session Selttings: | Selact sedting.. W e

Start Date/Time Viaiting Approval Registrants

b Tue, Aug 19, 2006 10:00 AM - 11:00 AM PDT 2

1d=

_ ——  Edt DatefMime
: Registration Web Link: biipa ioa21 aotomesting comragtenBos 147876

Regisiration Regert Registered in Last 7 Days.

@por O HmaL
Cresw O Exca

Sthedule ancther | Schedule Simlar Yebnar

(e)

* Mac users do not have the Practice Webinar button on the My Webinars page.

invitgiicn |

il th
J;T_LL' Ouligelf cakendar

Registered:
Approved:
Denied:

Waiting Approval;

P RS e

=

Cpened invitaton:
Choled Regatration Link: 0

© 2012 Citrix Online, LLC. All rights reserved.

14



GoToWebinar® User Guide

View Webinar History

The Webinar History feature enables organizers to view a list of completed Webinars within the past 3

months (or up to 12 months for GoToMeeting Corporate plans). For information on Webinar analysis, see
Webinar Analysis.

P To view Webinar History

1. Log into your account.

2. Inthe left navigation menu, select Webinar History. The Webinar History page will load, listing any
Webinars completed within the past 30 days.
¢ Click to expand and collapse Webinar History details. (a)
¢ Quick link to generate reports. (b)
e Upload recorded Webinar (GoToMeeting Corporate plans only). (c)
¢ Webinar statistics. (d)

Webinar Hestory

Search: [Enter Webinar 12 | [PastI0days 55 [ Search |

Sen By: | Mest Recentty Heid v

Customer Satisfaction Guarantzed
Change Seitinge: | Seleciseting.. B4 View

Actual DataTime Attensded Live
a —&l Tue, Jun 3, 2008 10:35 AM - 10:52 AM PDT 361
Generate Report: Attendes Interest Rating Abtenced Live:: 361
Attendes Repord b Che P Regstersd: 623
®eor O HTML 125 highly interested Amengance Rate: 52%
" Ocsv O Exesl 109 moderately interesisd Pol Responses: 125
T 127 gy nterested Sluh'e:.-s Submited: 157
I'\-._‘ d
(= Recorsed Webnar, Mynacs | Ganerats Reger Viewed Recording: 52
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View and Edit Organizer Account Information

The My Account feature enables organizers to view and edit their personal account information, change
account passwords, choose audio conference options and set status update email preferences.

P To view account information

1. Log into your account.

2. In the left navigation menu, select My Account. The My Account Details page will load, displaying
organizer account information.

3. Inthe left navigation menu, select Settings. The Settings page will load, displaying audio
conference options and status update email preferences.

>

edit account information

In the left navigation menu, select My Account.
At the top of the My Account Details section, enter your current password and make any desired
account changes.

4. Click Save Changes.

To

1. Log into your account.
2.

3.

>

change account password

In the left navigation menu, select My Account.
At the top of the My Account Details section, enter your current password. In the New Password
and Re-Type New Password fields, enter your new password.

4. Click Save Changes.

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

To

1. Log into your account.
2.

3.

P To set audio conference options for your Webinars
1. Log in to your account.
2. In the left navigation menu, select My Account, then Settings.
3. On the Settings page, scroll to the GoToWebinar Audio Service section:

GoToWebinar Audio Service: Sets your default Webinar audio service to the integrated
GoToWebinar Audio Service. When selecting Telephone Only or Both, you can include local toll
dial-in numbers for European countries and Australia by clicking Add more countries. Changes
apply to all future scheduled Webinars.

Provide your own conference call number: Sets your default Webinar audio service to your
private audio service. Enter your private audio conference numbers in the corresponding Phone
Number and Access Code fields. Changes apply to all future scheduled Webinars.

Please see GoToWebinar Integrated Audio and Private Audio Service for more information.

Note: Default conference call numbers can be overridden at any time on the Schedule a Webinar page.

4. Click Save.

P To set the Status Update and Follow-Up Email preferences

1. Log into your account.

2. In the left navigation menu, click My Account, then Settings.

3. On the bottom of the Settings page, check/uncheck the Status Update & Follow-Up Emails box.
4. Click Save.
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Audio Settings

The Audio Settings section of the organizer Web site 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 VolIP. For international attendees, set your default countries by selecting the Edit option.
Alternatively, you can provide your own conference call number(s) in this section.

You can override your default audio settings while Scheduling a Webinar or during an event from the
organizer's control panel.

Note: You may add toll-free numbers if your account includes the optional integrated toll-free audio service.

B To set your default audio conference options

1. After you sign in, select My Webinars > Settings from the left-navigation bar.

2. Select the default audio service(s) you wish to include with your Webinars. To provide local toll
numbers for multiple countries, select the Edit option.

3. Click Save. Changes apply to all future Webinars.

GoloMeeting’ Now with GoToWebina:
GoToWebinar Scttings

7 Bt
g Yosr cusmerd Semngs for o RuSure WeDinaey are Shown Balow RLake 30 NEDRSS Y Changes and ol S
= Vesb BTy
araraty Aageri Audio
o [ g1 pagided ot ler o s OpDOss

8 Une bl an sodn conlerencing
Brovre S tolowing cpfors by BeSra partpey
o ol . Begurm scrogtond and noeakeT

o Libkg SRlaAcy fosieiiy MY Ueled DU

e ol Lokl L0

Include Toll-Free Numbers for: g

7 Tok e resmpars for Unded Stetnal L3

Ung vy oW Cordprence Call BeTViEE
o ey Salect AN
Fiabus Update I F-piow g [ mady
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Cancel Your GoToWebinar Account

If you are a Webinar organizer on an individual plan, you can easily cancel your subscription from the My
Account page by logging in at www.gotowebinar.com.

Note: Webinar organizers on corporate plans (multi-user accounts) must contact their account manager or Global Customer
Support to cancel their subscription.

Because the GoToWebinar 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 GoToWebinar subscription

1. Log in to www.gotowebinar.com and select My Account in the left-navigation menu.
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2. Select Billing Information in the expanded menu.

Golo\\Vebinar

Web Events and Online Meetings Made Easy™

«  Log Out
My Account

« Plan Selection

s Account History
2 HR My Mestings

= Suppor & FAQS
o 8 My Webnars
o GoToWebinar News

My Account: Billing Information

Your free trial of GoTo\Webinar will end on May 2, 2012,

® Aftar your free bial ends, a GoTo\Webinar Monthly Plan with 100 atendees will start and your credif card
will be charged 599 00Vmanth,

® Toreview other plan options or select a different product, visit Plan Selection
® To cancel sendice when your frial ends, update your Subscription Options below

Billing Information

3. Under the Subscription Options section, select the "No, | do not wish to subscribe to GoToWebinar

at this time" option.

Bulling Information

Credit Card Information: Current
Payments are processed on our Credit Card Number: Type: Expires:
secure server and will appearon | 3000(- 000410001111 | [viaa el 1722
your credit card stalemant as
charges made to GoTo\Webinar First Name on Credit Card: Last Mame on Credit Card:
R [Test Account | [eaw |

Billing Address

Billing Address 1; Billing Address %

J |

City: State/Province:

I | [7exss ™=

ZIPiPostal Code: Country:

| | [Unted States =

Phone: (O0-00C-X000()

| J

Show mv business gddress on account recepls

Subscription Options:

7 Wes, | would ke to subscribe to GoToVWebinar, When my free trial
ends, please avtomatically charge my credil card to ensure
uninterrupted service. (Default plan: 599.00/monthly, charged
manthiy)

@ HNo, | do not wish o subscribe to GoToWWebinar at this time.

Please make sure that your credit
card infarmation i complete. | 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

GoToWebinar.
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P To see when your plan expires

1. Log in to www.gotowebinar.com and select My Account in the left-navigation menu.

2. Select Account History in the left-navigation menu.

3. Find the most recent entry on the Account Activity list and look under the Description column to see
when your plan expires.

Golo\/Vebinar Web Events and Online Meetings Made Easy~
= LogDu My Account: Account History
B My Account

= Biling nformaton

Review all actity in your account since it was created on Apr 2, 2012

Account Activity Account Balance; $0.00
o 5
v Support & FADS Date Description Amount
o @ My Wesinars Apr 2, 2012 GeToWebinar 30-Day Free Trial with 100 aftendess activaled Print Receipt
=  BoToVisbinar Hews GoTowWebinar 30-Day Free Trial with 100 afiendees expines May $0.00
2, 2012 POT
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Webinar Planning

Organizer Role Overview

Organizers can create an account either through a GoToMeeting Corporate plan or an individual
GoToWebinar plan. Organizers must create an account before they can schedule or conduct Webinars.

Organizers are responsible for creating, customizing and managing scheduled Webinars, as well as
assigning roles such as panelists and other organizers. An organizer must be present as the Webinar
host to start a Webinar and to enable others to join. Only one webinar can be running at a time. (Note: On
GoToMeeting Corporate plans, multiple organizers can be assigned to the same Webinar to assist with
various Webinar management tasks).

If practicing a Webinar is desired, organizers are responsible for starting the practice Webinar. At least
one organizer must be present to start, manage and end the Webinar. Once a Webinar starts, the
organizer is the default presenter and may either begin presenting or pass the role of presenter to any
panelist or organizer.
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Schedule a Webinar

Organizers must schedule Webinars from www.gotowebinar.com. Organizers can edit a scheduled
Webinar at any time. See Edit a Scheduled Webinar for additional information.

P To schedule a Webinar

Step 1: Provide Your Webinar Details
1. Log in to your account.
2. In the left-navigation menu, click Schedule a Webinar.
3. On the Schedule a Webinar page:

a. Schedule Similar Webinar: Select a previous Webinar from the drop-down menu to create a new
Webinar using of the settings and customization of the Webinar selected.

b. Webinar Name: Enter a name for your Webinar which will appear in your Webinar Invitation.

c. Description: Write a description that will generate audience interest about what will be presented
in your Webinar.

d. Date, Start Time, End Time, Time Zone: Select when your Webinar will take place.
e. Recurs: Select these settings if you want to schedule the same Webinar for multiple dates.

e Select the frequency of your recurring sessions: Daily, Weekly or Monthly.
e Select the End Date of the last session.
e Select the type of attendees joining each session: Different attendees or Same attendees.

f. Choose Audio Conference Option: Provide the attendees with the information they will use to
connect to the audio portion of the Webinar.
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Schedule Similar Webinar:
| che
| POEs

_v“ Manage List

Webinar Name:
MNew Webinar

Description:
The description will be used in your Webinar Invitation Email and
Registration page.

Start Date: Start Time: End Time:

vied Jun2s 2008 |{TER]  [soo |[amisv|  [1ooo | am v
Time Zone: |

' (GMT-08:00) Pacific Time (U5 and Canada}; Tijuana bl
Recurs:

Weekly \T! Recur every !_T V! week on;
(] won [ Tue [ wed [ The [ Fri

O sat [ sun
End Date:
wed, Jul23, 2008 |

Who will be attending each session?
Different attendees
Attendees will choose which date to attend when registering.

Same attendees
Attendees will register once to attend all zez=ions.

GoToWebinar Audio Service

Use built-in audio conferencing Audio

e VoIP: (requires microphone and  Editaudio cenference options:
speakers): Attendees may join
the audio portion through VolP
e

5

@ Usa built-in audio conferencing

Prosade the following options 1o my Webinar paticipants

. # Long distance numbers for: United States and Austn I \I
microphone to speak. )

e Long distance numbers: -
Attendees may join the audio Use my own conference call service
portion through the telephone
using the GoToWebinar Audio
Service (toll fees will be charged to attendees). To include local toll numbers for other
countries, click Edit.

¢ Toll-free numbers: Attendees may join the audio portion through the telephone using the
GoToWebinar Audio Service. Toll fees will be charged to the organizer's account. To
include toll-free numbers for other countries, click Edit.

# Tollree numbers for: United States and 2 other count
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Provide your own conference call number

e You can provide your own audio conference service information. Select Use my own
conference call service. Type in your conference numbers in the corresponding Phone
Number and Access Code fields. For more information, see Private Voice Conferencing.

g. If desired, check the Require Webinar Password box
Note: If you want to require a password, you must think of one yourself and communicate it outside of the GoToWebinar

system to all organizers, panelists and attendees. When you start the Webinar, you will be prompted to enter a password;
this becomes the Webinar Password, and all who join after you will be prompted for the same.

h. Specify Other Organizers (GoToMeeting Corporate plans only): Select from a list of other
Webinar-enabled organizers on your account to assist in managing your Webinar.

|:| Require Webinar Pazsword

Specify Other Organizers
COrganizers will automatically be =ent an invitation email after Step 3
when you finizh =cheduling the Webinar.

|:| Allizon Miller (amillen@company.com)

D Candice Suarez (csuarezi@company.com)

|:| Jeff Anson (jansoni@company.com)

Specify Panelists

Panelistz will automatically be =ent an invitation email after Step 3
when you finigh =cheduling the Webinar.

Hame: Email Address:
|Anja Albrecht | |albrechta @vierkircken.de |
|SamueIGuariani | |5guari@_gemcu.cum |

Specify more panelists

Note: All pre-specified organizers have the same rights pre-Webinar, in-session and post-Webinar.

i. Specify Panelists: Invite up to 6 panelists to attend your Webinar. To add panelists, click Specify
more panelists.

4. Click Save and Continue.

Step 2: Add Your Own Brand Elements
1. On the Branding and Theme page:

a. Custom Logo: Upload your company logo to the theme. The logo can be up to 400 x 200 pixels
and 100k in size and must be in either GIF or JPG format.

b. Choose Your Theme: Select from one of 5 themes.
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c. Upload a Custom Image: Upload your own image that will replace the default image in the
theme. The image can be up to 200 x 200 pixels and 100k in size and must be in either GIF or
JPG format.

d. Viewer Color: Select the color that will appear on the Viewer Window border as well as the
Control Panel of all attendees.

e. List Presenters in Waiting Room: Type the name and information of your presenters and upload
their photos. To include additional presenters, click Add another presenter (you may choose a
maximum of 6). The presenter's image can be up to 100 x 100 pixels, 10kb in size and must be in
either GIF or JPG format.

f. When attendees arrive, show them this welcome message: Type a welcome message that
attendees will see in their Control Panel as they arrive in the Webinar.

2. To view your customization, click Preview Theme or Preview Waiting Room.

3. Click Save and Continue.

Step 3: Create Your Registration Form
1. On the Registration Form page:

a. Field: Select your form fields. Selecting the Required check box requires registrants to fill in the
field before being able to complete registration.

b. Create Your Own: Click the expansion arrow = next to Create Your Own. You can create up to
10 custom questions. See Reqistration Form for more information on creating custom registration
guestions.

c. After registering: Choose how registrants will receive the confirmation email, which has
information on how to join the Webinar - automatically after registering or only upon your approval.

If you select Upon Approval, you will need to monitor registrants and approve them before they
can join the Webinar. See Registration Tracking. Upon completion of registration, registrants will
see a Registration Complete page, but will not receive instructions on how to join until you have
approved them.

Note: You can select or de-select Upon Approval any time after registrations have been sent. However, if you de-select Upon
Approval after registrations have been sent, all registrants you denied will receive a Confirmation email that will allow them to
attend. Likewise, if you select Upon Approval after registrations have been sent, you will need to approve all registrations
submitted before the change was made. See Registration Tracking.

d. Redirect registrants to: You can choose to type in a URL, such as your company's Web site, to
which registrants will be redirected after they complete registration.

2. To view your customization, click Preview.

Note: Changes to the registration form can be made after registration has begun; however, changes may affect consistencies in
the Registration Report. The Registration feature cannot be turned off.

3. Click Save and Email me the Invitation.

An invitation email will be sent to you and any specified organizers and/or panelists. Invitations sent to
panelists and other organizers will include a link to add the Webinar as a Microsoft® Outlook® calendar
appointment.

The next step is to send out the Webinar Invitation yourself and invite people to your Webinar. See Invite
Attendees to a Scheduled Webinar.
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Reminder Emails

GoToWebinar Organizers can send up to three reminder Emails to registrants.
Note: The Reminder Email option becomes unavailable if you schedule a Webinar to occur within the next hour.
P To set your Reminder Emails

1. Schedule and save your Webinar

2. Locate the Webinar from the My Webinars list.

3. Select Email Notifications from the Change Session Settings drop-down menu.

My Webinars

Sort By: | Mozt Recenthy Scheduled |

Hew Product Demo Edit

Registration: Edit Email me the invitaticn
Change Session Seftings: | Select 2etting... M| View Add to Outlook calendar
Select zetting...
Start DateTime Audio Registrants

Organizers/Paneliztz

Wed, Jun 16, 2010| g S T e

=

0 | Practice | [ Start |

Schedule Another | SchedPoliz (0] Cancel Thiz Session ﬁ
Survey (0)
Webinar Pazsword

4. You may generate up to 3 reminders Emails based on the interval options provided. Each drop
down list offers up to 6 hours, days and weeks prior to the scheduled event.

Reminder Emails to Invitees & Registrants

Send Reminder Email: (to all participantz)

2 v”HnuriE} V|t:5fnr&
4 v”l:la*;iaj: V|t:5fn:|r5
Fl |2 v||";'-.-'55k|js:: V|t;5f|:|r5

Personalize Reminder Email

Reminder Email Format:

Include System Reguirements

Include link to add to Qutlook Calendar

[ Preview Reminder Email ]

5. Preview the reminder Email, and if necessary, personalize by clicking on the == button.
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6. Once you're satisfied with the Email contents and delivery schedule, scroll to the bottom of the page
and click Save Changes.

Note: Depending on our mail server volume at the time of delivery, delays of up to 20 minutes for hourly reminders, and up to 6
hours for daily reminders (from a 24 hour mark of the time your Webinar is scheduled) are possible. It may be advisable to set your
reminder Emails to an earlier time if you would rather ensure your participants receive their reminder Emails early.
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GoToWebinar Integrated Audio

GoToWebinar includes an integrated audio service at no extra cost to you. Choose between phone and
Voice over Internet Protocol (VolP) or allow both options. Participants who join the Webinar via telephone
dial a toll-based number that GoToWebinar 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 Webinar via VolP need speakers or headphones to hear the Webinar and a
microphone if you want them to speak. We recommend a USB headset.

Audio instructions are provided for all attendees in the confirmation email, reminder email and in the
Control Panel once the Webinar starts. GoToWebinar will automatically generate a conference call
number, access code and audio PIN for all attendees joining via telephone.

You may decide to use GoToWebinar integrated audio or choose another method of bringing audio to
your online Webinars.

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

You may choose an audio conference service other than GoToWebinar's integrated audio. When
scheduling your Webinar, simply type in the numbers and access codes from your provider. Your private
audio service numbers can also be set as a preference on the Settings page under My Account. See
View and Edit Organizer Account Information. You can also sign up for a toll-free conference service (at
discounted rates) with one of our partners.

P To set up atoll-free conference service with one of our partners

e GoToWebinar Individual Plans: Log in to your account and select My Account, then Settings. On
the left side of the Settings page, click Only 4.75 min. per attendee.
e GoToMeeting Corporate Plans: Contact your Company Administrator.

» Using your own voice conferencing service

Choose Audio Conference Option More Info

1. When scheduling your Webinar, in GoToWebinar Audio Service:
the Conference Call Service
section, select Provide other
conference call information.

2. Type in the corresponding phone © Botn
numbers and access codes from -0R-
your provider.

Note: If you choose to use your own audio service
provider for the audio portion of the Webinar,

(:} VoIP only (requires microphone and speakers)
(7) Telephone only

|® Provide your own conference call number

GoToWebinar will include your dial-in numbers with With your own conference call service:

the Webinar information; however, GoToWebinar Enter Conference Call Numbers of vour choice below.

audio features (such as VolP and Control Panel Access codes are optional.

audio management) do not apply.
Organizer Phone Humber: Organizer Access Code:
[ 1-866-123-4567 | [1451235 |
Panelist Phone Number: Panelist Access Code:
| 1-886-123-4567 | |23452345 |
Attendee Phone Number: Attendee Access Code:
[ 1-866-123-4567 | [23452345 |

International Number:
[ 011-866-238-6523 |
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Invite Attendees to a Scheduled Webinar

Part of pre-Webinar planning is inviting people to your Webinar and allowing time for them to register.
After you have scheduled your Webinar, GoToWebinar will email you the Webinar Invitation. You can
then forward the Webinar Invitation to prospective attendees via your email application or a list broker.
You can also copy your Webinar's registration Web link and paste it into your own invitation email or
anywhere you'd like to give access to registration for your Webinar.

Note: For information on how to invite attendees to a Webinar already in progress, see Manage Attendees.
P To invite attendees to a scheduled Webinar

1. After scheduling your Webinar, you will receive the Webinar Invitation in your email application.

2. Forward the Webinar Invitation to your attendees or to a third party, such as a list broker. You can
also save the Webinar Invitation in an HTML format and post to your personal or company Web
site.

> To get a copy of the Webinar Invitation

1. Log into your account.

2. Onthe My Webinars page, scroll to the Webinar for which you want to receive the Webinar
Invitation. To the right of the Webinar, click the Email me the invitation link. The Webinar Invitation
is sent to the email address on your account.

> To copy the registration Web link

1. Log into your account.

2. Onthe My Webinars page, click next to the Webinar date for which you want to copy the
registration web link. At Registration Web Link, highlight and copy the link.
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Registration Tracking

Registration tracking allows organizers to track everything from how many people opened your Webinar
Invitation to the number of registrants awaiting registration approval.

Note: Registrants awaiting approval will only show if you selected Upon Approval on the registration form. See the Registration
Form section of this guide.

¢ View and download Registration Report (a)

e Quick view of number of registrants (b)

e View how many people opened the invitation and clicked the registration link (c)
¢ View and manage registrants (d)

e Approve registrants if Upon Approval has been turned on (e)

& 8
Start Date/Time Vaiting Anprwnl| Registranfs
Tue, Aug 19, 2008 10:00 AM - 11:00 AM PDT 2 4 | Practice | | Stn |
Edit: DateTime
Registration Web Link hitps:figal1 golomesting comdreqisterEs51478TE
Registered in Last T Days Registered: &
Regisiration Report: ] Approved: 2
®por O HTML ; Denied: 0
= ] Waiting Approval: 2
o Ccsv O Exel - o
- Opened vaton:

Cicked Registration Link: 4

P To view a list of registrants

1. Log into your account.
2. Onthe My Webinars page, scroll to the Webinar for which you want to view registrants.
3. Click the number under Registered. The Registrant page will load with a list of registrants.
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> To approve or deny registrants

Registrants awaiting approval will only show if you selected Upon Approval on the registration form. See
the Registration Form section of this guide.

1. On the My Webinars page, scroll to the Webinar for which you want to approve registrants.
2. Click the number under Waiting Approval. The Registrant page will load with a list of registrants.

3. On the Registrant page under the Webinar Registrants section, click the check box next to the
registrant name or Select All. You can also search for a specific registrant using the Find fields.

Webinar Registranis

Find (" = wikdcarg): In: Status:

| | [m g (a =
4 Reqgistrant(s] « Email Address igtrati i Status

[ Bach, Johanns.. sbach@pianos.com 06/06/2008 06:34 PM PDT Approved

[] Bronte, Emily ebront@etragedy.net 06062008 06:34 PM PDT Approved

[¥] Tesla, Mikola tesla@freenergy.net 06/06/2008 06:36 PMPDT  Waiting Approval
[0 Wonka, Willy supergum@candy.com 06062008 06:35 PMPDT  Walting Approval

Select All | Deseledt Al

Actions:

Approve 3 Change Status
|‘Dﬂ:r

4. In the Actions drop-down menu, select Approve or Deny.

5. Click Change Status.

6. When you have approved registrants, a Webinar confirmation email will be sent to the registrant
with information on how to join the Webinar.

If you have denied a registrant, the registrant will be sent an email notification that registration has
been denied: "The Webinar organizer has denied your request to join the following Webinar:"
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Customize a Scheduled Webinar

Once a Webinar has been scheduled, organizers can create polls and surveys and set email notifications.
If the branding, theme and registration form customizations were not selected during the scheduling
process, organizers can customize these at any time.

Create Polls

Using the Polling feature during a Webinar is a great way to generate immediate feedback and keep
attendees alert and interested. Up to 8 polling questions can be can be created before or during a
Webinar. Organizers will be able to see poll results during a Webinar as well as review polling responses
in the Attendee Report and polling response rates in the Performance Report once the Webinar has
ended. See Generate Reports.

Note: See Poalling for information on launching and managing your polls during a Webinar.

P To create a poll
1. Log in to your account.
2. On the My Webinars page, scroll to the Webinar for which you want to create a poll.
3. Click the Change Session Settings drop-down menu and select Polls. The Polling page will load.
4. In the Question Type field, select the answer choice from the drop-down menu:

e Choice - Single Answer: Attendees can select only one answer.
e Choice - Multiple Answers: Attendees can select more than one answer.

5. In the Question field, type a question.

6. In the Answers fields, type up to 5 answers.
7. Click Create.

8. Click Save Changes.

Your poll questions will appear in the Polls box. You can modify poll questions, including the order you
wish to launch them in-session, by highlighting each in the Poll Questions box and clicking Edit,
Delete, Up or Down. Up to 8 polling questions can be created. Polls can be modified before and
during your Webinar.

See Polling for more information on managing your polls during a Webinar.
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Create a Survey

The survey feature allows organizers to generate feedback after a Webinar. Organizers can choose to
have attendees complete a survey with up to 8 questions as soon an attendee exits the Webinar, or
through a survey link that can be included in a follow-up email. Organizers will be able to view survey
results in the Attendee Report once the Webinar has ended and the survey is launched. See Generate

Reports.

P To create a survey
1. Log in to your account.

2. On the My Webinars page, click the Change Session Settings drop-down menu and select Survey.
The Survey page will load

3. In the Question Type field, select the answer choice from the drop-down menu. Click Show me the
Question Types for answer descriptions:

a. Choice - Single Answer: Attendees can only select one answer.
b. Choice - Multiple Answers: Attendees can select more than one answer.
c. Choice - Scale 1 to 5: Attendees can answer based on a rating scale.
d. Open-Ended - Short Phrase: Attendees can type a short answer.
e. Open-Ended - Essay: Attendees can type a descriptive answer.
4. In the Question field, type a question.
5. In the Answers fields, type up to 5 answers.
6. Click Create.

Your survey questions will appear in the Survey Questions box. You can modify survey questions,
including the order in which they will appear in the survey, by highlighting each in the Survey
Questions box and clicking Edit, Delete, Up or Down. You can create up to 8 survey questions.

7. Under Options, select whether the survey is shown to attendees after they exit the Webinar or is
included as a link in the attendee follow-up email. You must have selected to send a follow-up email.

Note: Surveys cannot be modified once follow-up emails have been sent.
8. To view your survey, click Preview.

9. Click Save Changes.
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Branding and Theme

The branding and theme that is selected will create a consistent and polished look to everything the
audience sees - from the invitation to the Webinar Waiting Room. The Waiting Room is the screen the
audience sees before the Webinar starts.

P To select the branding and theme
1. Log in to your account.

2. On the My Webinars page, scroll to the Webinar for which you want to customize the branding and
theme.

3. On the My Webinars page, click the Change Session Settings drop-down menu and select
Branding and Theme. The Branding and Theme page will load.

4. On the Branding and Theme page:

a. Custom Logo: Upload your company logo to the theme. The logo can be up to 400 x 200 pixels
and 100kb in size and must be in either GIF or JPG format.

b. Choose Your Theme: Select from one of 5 themes.

c. Upload a custom image: Upload your own image that will replace the default image in the
theme. The image can be up to 200 x 200 pixels and 100kb in size and must be in either GIF or
JPG format.

d. Viewer Color: Select the color that will appear on the Viewer Window border as well as the
Control Panel of all attendees

e. List Presenters in Waiting Room: Type the name and information of your presenters and upload
their photos. To include additional presenters, click Add another presenter (choose a maximum
of 6). The presenter's image can be up to 100 x 100 pixels, 10kb in size and must be in either GIF
or JPG format.

f. Create a welcome message that will appear in the Control Panel as attendees arrive in the
Webinar.

5. To view your customization, click Preview or Preview Waiting Room.

6. Click Save Changes.

P To delete a presenter from the Waiting Room screen

1. On the Branding and Theme page, next to the information of the presenter you want to delete,
select the Delete presenter check box.
2. Click Save Changes.
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Email Notifications

The Email Notifications feature allows organizers to manage email communications with registrants and
attendees pre- and post-Webinar. Organizers can select when reminder and follow-up emails are sent for
a particular Webinar. Confirmation, reminder and follow-up emails can also be personalized.

> To modify Email Notifications settings

1.
2.
3.

Log in to your account.

On the My Webinars page, scroll to the Webinar for which you want to modify email notifications.

Click the Change Session Settings drop-down menu and select Email Notifications. The Email

Notifications page will load.

On the Email Notifications page, modify settings and click Save Changes.

e Email Format: Choose the format in which email notifications will be sent. (a)

¢ HTML: Email notifications will show in HTML format in the body of the email (with graphics).

e Plain Text: Email notifications will show as plain text in the body of the email.

e Note: The Registration Tracking feature can only track opened invitations if the Webinar Invitation
is sent in HTML format.

e Webinar Invitation: Preview or send the invitation to yourself. (b)

e Other Emails to Registrants: GoToMeeting Corporate plans only. If you want attendee replies to go to
another organizer on your account, select the organizer's name in the drop-down menu. (c)

e Confirmation Email: Personalize by clicking the expansion button. Choose if you want to include
system requirements and a link to add to Outlook Calendar. (d)

Emiail Format:
I=| -
(&) HTML: in body of emai (w graphics}

{7 Plain Text: in bady of emai

Webinar Invitation:

b We create and emall & to you, You forward # fo people you want to
COmeE
l Preview Emad J l Emad e invitation ]

Other Emails 1o Registrants:
{Ex. “How to Join", reminder and folow-up emals sent by GoTo\Webinar)

Reply-To Address:  orjankz: N comparycom

Confirmation Email

Personalize Confirmation Email

Notification Email Format:
[#] include System Reguirements

[¥] incluge ink to add to Qutiook Calendar

| Preview Motification Emad ]

eReminder Emails to Invitees & Registrants: Select the frequency that reminder emails are sent
to registrants. Personalize by clicking the expansion button. Choose if you want to include
system requirements and a link to add to Outlook Calendar. (e)

e Follow-Up Email to Attendees: Select when the follow-up email is sent to attendees and no-
shows. Personalize by clicking the expansion button. Select if you want to include a link to the
recording of your Webinar (GoToMeeting Corporate plans only). (f) (g)
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send Reminder Email: (to al participants) |
1 2 Houris) 3 vetore
1 53 [oov) 5 betore
O [1 [ Weekis) [ vetore

.. Personalize Reminder Email

Reminder Email Format:
Inchude System Reguirements

inchsde nk to add tn Outicok Cakndar

[ Preview Reminder Emal |

Followe-Up Email to Attendees.
Send Follow-Up Email; (to al participants) |
(1 2 pay(s) [ aner

[ .. Personalize Follow-Up Email

Followe-Up Ermail Format:

D include link to reconded Webinar.
Hote: if recording is not uplcaded this lnk will not be sent

[ Preview Follow-Up Email ]

Follow-Up Email to No-Shows
Send Follow-Up Email: (to al partscipants) [0

El |1 Dayis afer

| . Personalize No-Show Email

Follow-Up Email Format:

Inciude Bnk to recorded Yebinar,
Hote: If recording is nof uploaded this Bnk will not be sent.

| Preview No-Show Emai |
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Registration Form

To join a Webinar, attendees are required to complete a registration form. To get to know the audience,
organizers can customize the registration form to request specific information. Organizers can also
redirect registrants to a specific website upon completion of registration

Note: Impromptu Webinars started using the Webinar Now link do not require pre-registration and only ask attendees for their
name and email address when joining the Webinar.

P To customize the registration form
1. Log in to your account.
2. On the My Webinars page, scroll to the Webinar for which you want to create the registration form.
3. Under the Webinar title, click Edit next to Registration. The Registration Form page will load.
4. On the Registration Form page:

a. Select your form fields. Selecting the Required check box requires registrants to fill in the field
before being able to complete registration.

b. Create up to 10 custom questions by clicking "=+ next to Create Your Own.

c. After registering, choose whether registrants will receive the confirmation email which has
information on how to join the Webinar - automatically after registering or only upon approval.

If you select Upon Approval, you will need to monitor registrants and approve them before they can
join the Webinar. See Registration Tracking. Upon completion of registration, registrants will see a
Registration Complete page but will not receive instructions on how to join until you have approved
them.

Note: You can select or de-select Upon Approval any time after registrations have been sent. However, if you de-select
Upon Approval after registrations have been sent, all registrants you denied will receive a confirmation email that will allow
them to attend. Likewise, if you select Upon Approval after registrations have been sent, you will need to approve all
registrations submitted before the change was made. See Registration Tracking.

d. Redirect registrants by entering a URL, such as your company's Web site.
5. To view your customization, click Preview.

6. Click Save Changes.

Note: Changes to the registration form can be made after registration has begun; however, changes may affect consistencies in
the Registration Report. The Registration feature cannot be turned off.

P To create your own custom questions

1. On the Registration Form page, click == next to Create Your Own.

2. Inthe New Question field, type your question.

3. Inthe Answers fields, type up to 5 answers. If you want to provide an open-ended answer field
instead, leave the Answers fields blank.

4. Select the Required check box if you want to require the question to be answered. If the Required
check box is not selected, registrants may leave the field blank.

5. Click Create.

Your questions will appear in the Your Questions box. You can modify questions, including the order
of appearance in the registration form, by highlighting each in the Your Questions box and clicking
Edit, Delete, Up or Down. You can create up to 10 custom questions.
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Edit a Scheduled Webinar

Webinar organizers can edit details (such as modifying the Webinar title, description, conference call
information and adding or removing panelists and other organizers) for a scheduled Webinar.

P To edit a scheduled Webinar
1. Log in to your account.
2. On the My Webinars page, scroll to the Webinar you want to edit.
3. Modify settings through the edit links noted below.

If you made changes to the Webinar title, description, date or audio service information, you can
choose to notify all participants and receive an updated Webinar Invitation.

4. Click Save Changes.

o Edit Webinar title (a)

e Edit Registration Form (b)

e Edit date/time for a specific session (c)
¢ View Webinar settings (d)

e Change session settings (e)

=] d
a Customer Satisfaction Guaranteed Edg
b Registration: £dd Email me the nvitation
Change Session Settings: | Select seiting. . ¥ View ddd k calendar
Start Date/Time Audio laiting Approval Registrants
Crganizers/Panelists :
Tue, Aug 19, 2008 1&randing and Theme 2 4 [ Practice | | stant |
Email Nolifications
c Edit: Date/Time Polls {0}
Registration Web Link; [Survey (0) omiregisterBSS 147876
Webinar Password
: ; Registered: 4
Registered in Last 7 5
Registration Report: - RaaY ' Day Approved: 2
®pror O nmiL ] Denied: 0
B Waiting Approval: 2

(=1 a

O esv O Excel

. : - Opened Invitation:
2 63 4 oL Clicked Reqgistration Link: 0

(=]

Schedule Another | Schedule Simitar Webinar Cancel This Session J

P To add or remove a panelist/organizer from a scheduled Webinar

1. Log into your account.
2. Onthe My Webinars page, scroll to the Webinar for which you want to add or remove a panelist or

organizer (GoToMeeting Corporate plans).

3. At Change Session Settings, click the drop-down menu and select Panelist (or
Organizers/Panelists for GoToMeeting Corporate plans).

4. Make your changes.
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5. Click Save.

A notification email will be sent to the added or removed panelist/organizer. If the panelist/organizer was
removed, the link to join the Webinar, provided in the Webinar Invitation, will be deactivated.

Cancel a Scheduled Webinar

Webinar organizers can delete a scheduled Webinar at any time prior to the start of the Webinar. An
email notification will be sent to all registrants, organizers and panelists notifying them that the Webinar
has been canceled.

Note: Once a Webinar has been canceled, all records of the Webinar will be removed from Webinar History, Generate Reports and
the Schedule Similar Webinar feature.

Note: You may preview but not edit the Webinar cancellation message.
P To cancel a scheduled Webinar
1. Log in to your account.

2. On the My Webinars page, scroll to the title of the Webinar you want to cancel.

¢ To cancel a specific session in a recurring Webinar, click == next to the date of the Webinar you
want to cancel. On the right side, click I or Cancel This Session.

¢ To cancel all sessions of a recurring Webinar, click Il or Cancel All Sessions at the bottom right
of the last session listed.

3. On the Confirm Cancellation page, click Preview notification message to view the message that
all participants will receive.

4. Click Cancel Session or Cancel All Sessions.
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Practice a Webinar

The Practice feature allows organizers to run an unlimited number of practice sessions before the
scheduled Webinar start time. All settings and customization made to a Webinar, including Polling, will
apply to the practice session. Because attendees cannot join a practice session, using this feature is a
great way for organizers and panelists to get comfortable with the presentation flow. If a practice session
runs up to the start time of the scheduled Webinar, organizers can start the live Webinar from Practice
mode.

&

Maf:

The Practice feature is currently unavailable for Mac users.

P To start a practice Webinar

1. Log into your account.

2. Onthe My Webinars page, scroll to the Webinar session you want to practice and click the
Practice button.

3. Panelists and organizers can join the practice session by clicking on the link provided in their
invitation email.

Note: While in Practice mode, registrants will not be able to join the Webinar.

P To start a Webinar from Practice mode

1. While in Practice mode, open the Organizer Control Panel.
2. Atthe top of the Control Panel, click Start.
Your Webinar will officially begin, and all registrants will be allowed to join.
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Audio Fast Help

Audio Help for Webinar Organizers

| can't hear other callers

e Click the audio icon % in the Attendee List of your Control Panel to unmute an attendee.
e Telephone users: Hang up and dial back in.
e VoIP users:

a. Test your Speakers setup. Click Audio Setup in the Audio Pane to select the correct device.
Mac users: Click the speaker icon in the Audio pane to select the correct device.

b. Check the volume setting in Audio Setup. Under Speakers Setup, click Play Sound and move
the slider bar to the desired volume.

Other callers can't hear me

e Start Broadcast: You must click Start Broadcast at the top of the Control Panel or *1 on your
telephone keypad to start the conference.

e You can change your audio selection from the Audio pane if you scheduled your Webinar to offer
both VoIP and Telephone.

e Telephone users: Hang up and dial back in.

e VoIP users:

a. Is the correct microphone device selected? Click Audio Setup in the Audio Pane to select the
correct device. Mac users: Click the microphone icon in the Audio pane to select the correct
device.

b. If using a microphone: Does your microphone have a physical mute/unmute button on it? Check
that 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 one-way sound. For optimum performance
when using VolP, we recommend a broadband Internet connection.

h. File sharing: Uploading a file while using GoToWebinar can sometimes affect VolP sound
guality. It is recommended that you close all file sharing applications before you start your Webinar.

i. Streaming music or video while using GoToWebinar can sometimes affect VolP sound quality. It
is recommended that you close all streaming music or video before you start your Webinar.

| hear static, beeping or a clicking sound

¢ Electronic devices, such as BlackBerry® smartphones, can affect microphone and speaker
devices. Move any electronic handheld devices away from your microphone and speakers.
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I'm experiencing echo, feedback or background noise

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

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

If you join your Webinar via telephone make sure the audio setting on your Control Panel is not set
to Use Mic & Speakers.

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

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

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

A Webinar is best presented from a quiet location.

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

Avoid moving or touching the microphone during your presentation.

Words are getting cut off or are being dropped

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

Close all applications you are not using for your presentation.

VolIP users: A dial-up Internet connection can cause poor performance. For optimum performance
when using VolP, we recommend a broadband Internet connection.

VolIP users: If the problem persists, switch to Telephone mode. Select Use Telephone in the Audio
pane and dial in to the Webinar.

I'm getting an error message

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

When someone experiences problems dialing in to the audio conference during a session, they 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. During a session, click the Problem dialing in? link in the Audio pane of the Control Panel.

= Audio
@ Telephone
O Mic & Speakers
Dial: +1 (773) 945-1031
Access Code: 557-647-790
Audio PIN: 17
If you're already on the call, press #17& now,

(and additonal numbers ...J
Problem diaing in? A""‘
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2. You'll automatically be redirected to the Can't Dial in to the Conference? web page where you can
choose your preferred dial-in country if it's available.

3. Try calling the number provided instead.

o If the scheduling organizer only enables one country for the session, the alternate toll and/or toll-
free number should be displayed on the “Can’t Dial in to the Conference?” page.

Can't Dial into the Conference? LN
¥ youre hawng 1gsues mackng 1he number prowded , pleass Iry this sumbed inglosd w0 oitage Well Iy 1o provide an

Eernate namber from anolhar
lebephane provider

L Questions?
United States

Contact Cxlobal (

it 1o s @G
Deal: +1 (454) 568-1029

Areess Coda 142-241-278

Aydio P Shown after joineng the sessaon

o If the scheduling organizer enables toll and/or toll-free numbers for multiple countries, use the
drop-down menu to select your preferred country.

] = = What's Causing This?
Can't Dial into the Conference?
A lefaphans prosded 15 Expensncing
W you're hpang Lt numbat prowded, please choots your prefemed diale country and an gulage. Wiall try to prowde an
try the number Spain allernate number fom another
lelaphona prosder
Ny
Horway Questions?
—— Swedan Contact Globsl Custorner Suppon or
o Unibed Stades - Pt 18 ud @GoTolMestng

Tall- +1 {815} 8794168

Toll-fres: 1 (915) B79-4 167

Access Code: 106-287-T36

Ausdo PIN: Shewn sfter joining the session

o If the scheduling organizer enables multiple toll and/or toll-free countries and one of those
countries does not have an alternate number available, the following message appears:
“Unfortunately, an alternate number is not available for this country.”

Can't Dial into the Conference?

If you're haing issues reaching the number provided, please choose your prefermed dial<n country and
try the numbser listed

Indis -

Unfortunately, an alternate number is not
available for this country.
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e The message “Unfortunately, alternate phone numbers aren’t available. To join the audio
conference, please join the session via your computer and select Mic & Speakers” appears
when any of the following occurs:

e The scheduling organizer only enables one country and an alternate number is not
available.

e The scheduling organizer enables toll and/or toll-free numbers for multiple countries and
none of those countries has any alternate numbers available.

e The audio server is experiencing an outage.

Can't Dial into the Conference? —

We are expariencing an outage with a telephone provder

0 Unfortunately, alternate phone numbers aren't available. To join 1o L&
the audio conference, please join the session via your compuier and select Questions?
Mic & Speakers Contact Gl

twaet to us @

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. See Audio Mode: Using VoIP.

o If you have the option to join the Webinar 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
Audio Mode: () Use Telephone
(¥} Use Mic & Speakers
& il | MO SPEAKERS

Audio Setup

Audio not Connected Try Again

No Sound Detected

After the first minute of a session, GoToWebinar 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 Webinar, or

e The microphone device was incorrectly selected. You can click the Audio Setup link if you are
trying to speak but can't be heard. See Audio Mode: Using VolIP.
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[=! Audio
Trying to speak?
If others can't hear you, test your B Audio Mode: () Use Telephone
microphone using Audio Setup. U= (® Use Mic & Speakers
& ) 8an
Audio Setup

Talking: Gregg Tyler, Phone Caller

No Microphone Detected

An error message will appear if a microphone (or headset) is not present or is not connected properly.
You will still be able to hear the Webinar but will not be able to speak.

e Check that your microphone (or headset) is properly plugged in.

e If you have the option to join the Webinar 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.

=| Audio

Audico Mode: () Use Telephone
(%) Use Mic & Speakers

& | NO MIC DETECTED 4 pED

Audio Setup

Talking: Michael Ramsey, Mike Suding

Microphone Disconnected

An error message will appear if your microphone fails or is unplugged after joining a Webinar. When this
happens, you will no longer hear audio nor be heard by others.

e 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 Audio Mode: Using VolIP.

o If you have the option to join the Webinar 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.

=| Audic

Audio Mode: () Use Telaphone

{®) Use Mic & Speakers

& i

Audio Setup

Audio not Connected | Try Agaim
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Virtual Operating System (VMware, Parallels, etc.)

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

Rejoin the Webinar through a non-virtual operating system.

If you have the option to join the Webinar 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

= Audic

Audie Mode: () Use Telephone

{®) Use Mic & Speakers

-] bl
Audio Setup
Audio not Connected | Try Again

What are audio tips and best practices?

As with any Webinar, it is important to test your sound quality and audio settings before your live
event. In addition to testing your audio settings, it is recommended to start your Webinar in
Practice mode with other organizers or panelists to provide feedback on your voice quality.

If you plan to record your Webinar, be sure to test the Recording feature while in Practice mode.

It is a best practice to 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 network
performance.

It is a best practice to keep attendees muted during your presentation and unmute individual
attendees as necessary.

Attendees who join the audio portion of your Webinar are joined muted by default. Up to 25
attendees can be unmuted at any one time (this is a combination of VolP and phone attendees).

Audio Help for Webinar Attendees

My Access Code is not being accepted

The Access Code is different from the Webinar ID. The Access Code is for attendees who have dialed
into the audio portion of the Webinar via telephone. The Access Code is located in the Audio pane of your
Control Panel.

[=] Audio

Audio Mode: @ Use Telephone
O Use Mic & Speakers

Dial: (702) 824-9512
£13-970-293
Audio PIN: 25
If you're already on the call, press #25# now.
(and additional numbers ..}
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| can't hear other callers
e GoToWebinar audiences are muted by default. You may not hear the presenter until the Webinar
begins.
e Telephone users: Hang up and dial back in.
e VoIP users:

a. Test your Speakers setup. Click Audio Setup in the Audio pane to select the correct device.
Mac users: Click the speaker icon in the Audio pane to select the correct device.

b. Check the volume setting in Audio Setup. Under Speakers Setup, click Play Sound and
adjust the slider bar to the desired volume.

Other callers can't hear me

As an attendee, a Webinar organizer must unmute your line so that everyone can hear you.

At any time during the Webinar, you can change your audio selection from VolIP to telephone (and
vice versa) if the Webinar organizer has given attendees that option. The option to change audio is
in the Audio pane of your Control Panel.

Telephone users: Hang up and dial back in.

VolIP users:

a. Is the correct microphone device selected? Click Audio Setup in the Audio pane to select
the correct device. Mac users: Click the microphone icon in the Audio pane to select the
correct device.

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

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

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

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

f. The speed of your Internet connection can affect one-way sound. For optimum performance
when using VolP, we recommend a broadband Internet connection.

g. File sharing: Uploading a file while attending a Webinar can sometimes affect VolP sound
quality. It is recommended that you close all file sharing applications before you join the
Webinar.

h. Streaming music or video while attending a GoToWebinar event can sometimes affect VolP
sound quality. It is recommended that you close all streaming music or video before you join
a Webinar.
| hear static, beeping or a clicking sound

e Electronic devices, such as BlackBerry® smartphones, can affect microphone and speaker
devices. Move any electronic handheld devices away from your microphone and speakers.

I'm experiencing echo, feedback or background noise

e If you join a Webinar via telephone make sure the audio setting on your Control Panel is not set to
Use Mic & Speakers.

© 2012 Citrix Online, LLC. All rights reserved. a7



GoToWebinar® User Guide

e A USB headset is recommended. See Audio Mode: Using VolIP.

e 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 before you join a Webinar (check your laptop's owner manual).

e 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 when speaking.
Words are getting cut off or are being dropped

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

¢ Close all applications you are not using while attending a Webinar.

e VoIP users: A dial-up Internet connection can cause poor performance. For optimum performance
when using VoIP, we recommend a broadband Internet connection.

e VoIP users: If the problem persists, switch to telephone. Select Use Telephone in the Audio pane
and dial in to the Webinar.

I need to adjust my VolP audio volume

e PC users, click Audio Setup in the Audio pane. Under Speakers Setup, move the slider bar to the
desired volume.

e Mac users, press the volume buttons on your keyboard.
Error Messages

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

When someone experiences problems dialing in to the audio conference during a session, they 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. During a session, click the Problem dialing in? link in the Audio pane of the Control Panel.

= Audio

® Telephone
O Mic & Speakers
Dial: +1 (773) 945-1031
Access Code: 557-647-790
Audio PIN: 17

If you're aiready on the call, press #17& now,

{and additional numbers. ...
Problem dialing in? f

2. You'll automatically be redirected to the Can't Dial in to the Conference? web page where you can
choose your preferred dial-in country if it's available.

© 2012 Citrix Online, LLC. All rights reserved. 48



GoToWebinar® User Guide

3. Try calling the number provided instead.

o If the scheduling organizer only enables one country for the session, the alternate toll and/or
toll-free number should be displayed on the “Can’t Dial in to the Conference?” page.

What's Causing This?

Can't Dial into the Conference? i s

¥ youle hawng issues reacking the number prowded, plaase Iry this rumber inslosd an outage Well Try 1o provide an
sernade namber from snolhar
tebaphone provder

Questions?

United States

Dieal: +1 (454 SE0-1029
Arcess Coda 142-241-279
Audio PN Shown after joining the sesson

Contact Global Cuslomer Suppos o
twdl t0 Ls @ GoloWWebmm

o If the scheduling organizer enables toll and/or toll-free numbers for multiple countries, use
the drop-down menu to select your preferred country.

Can't Dial into the Conference? What's Causing This?

A telaphans provider i3 Expenencing

If you're huning Austaia numbar proaded. please choose your prefemed dialen country and an oulage. ¥iell try to prowde an
try the number  Spain allenate number bom another
Lelephong pronader
india elephong pr i
Morway Questons?
- Sweden Contact Globa Custornes Suppor or
o United Stales bl et 10 ud @GoToMestng

Toll: +1 {#15) BT5-4168

Toll-free: 1 (915) BT9-4167

Access Code 106-787-T36

Auscbo PIN: Shown siter joining the session

¢ If the scheduling organizer enables multiple toll and/or toll-free countries and one of those
countries does not have an alternate number available, the following message appears:
“Unfortunately, an alternate number is not available for this country.”

Can't Dial into the Conference?

If you're hardng issues reaching the number provided, please choose your preferred dial-in country and
try the number lksted

Unfortunately, an alternate number is not
available for this country.
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o The message “Unfortunately, alternate phone numbers aren’t available. To join the audio
conference, please join the session via your computer and select Mic & Speakers” appears
when any of the following occurs:

e The scheduling organizer only enables one country and an alternate number is not
available.

e The scheduling organizer enables toll and/or toll-free numbers for multiple countries
and none of those countries has any alternate numbers available.
e The audio server is experiencing an outage.

Can't Dial into the Conference? -

A telephone pronder 5 experiencing
Ve are expanencing an outage with a telephone provides an outage. YWell try to provide an
altemate numbser from anothar
telephong provder
o Unfartunately, alternate phone numbers aren't available. To join to 2
the audio conference, please join the sesskon via your compuier and select Questions?
Mic & Speakars Contact Glob

twaet to us @

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. See Audio Mode: Using VolP.

o If you have the option to join the Webinar 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
Audio Mode: () Use Telephone
{®) Use Mic & Speakers
& il | MO SPEAKERS

Audic Setup

Audio not Connected Try Again

No Sound Detected

After the first minute of a session, GoToWebinar 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:

e You have not spoken or made any sound during the first minute of joining the Webinar, or
e The microphone device was incorrectly selected. You can click the Audio Setup link if you are
trying to speak but can't be heard. See Audio Mode: Using VoIP.1877650861
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| =] Audio
Trying to speak? =
If others can't hear you, test your == Audio Mode: () Use Telephone
microphone using Audio Setup. P () Use Mic & Speakers
& b 908
Audio Setup

Talking: Gregg Tyler, Phone Caller

No Microphone Detected

An error message will appear if a microphone (or headset) is not present or is not connected properly.
You will still be able to hear the Webinar but will not be able to speak.

e Check that your microphone (or headset) is properly plugged in.
o If you have the option to join the Webinar 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.

=| Audio

Audio Mode: () Use Telephone

(%) Use Mic & Speakers

& | NO MIC DETECTED ) 9O0
Audio Setup

Talking: Michael Ramsey, Mike Sudmng

Microphone Disconnected

An error message will appear if your microphone fails or is unplugged after joining a Webinar. When this
happens, you will no longer hear audio nor be heard by others.

e 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 Audio Mode: Using VoIP.1877650861

¢ If you have the option to join the Webinar 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.

=| Audic

Audio Mode: () Use Telephone

{(®) Use Mic & Speakers

& i

Aiiclo Setup

Audio not Connected | Try Again
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Virtual Operating System (VMware, Parallels, etc.)

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

¢ Rejoin the Webinar through a non-virtual operating system.

e If you have the option to join the Webinar 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

=| Audic

Audio Mode: () Use Telephone

{(®) Use Mic & Speakers

& i

Aiiclo Setup

Audio not Connected | Try Again
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Audio Mode: Using VolP

VoIP Audio Device Recommendations

When using VolP for your Webinar, audio quality can vary based on your audio software/hardware
manufacturer as well as your operating system.

Listed in order from best quality to poor quality

USB* headset connected to your Best
computer

Headphones and USB* microphone
connected to your computer

Analog** headset connected to your Good
computer

Headphones and analog
microphone** connected to your
computer

External speakers and USB Fair
microphone

+ External speakers and analog
microphone

O A =l S
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Listed in order from best quality to poor quality

Laptop built-in microphone and Poor
speakers

External speakers and USB Webcam
microphone

B | -

*USB Cable — Analog Cable
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VolIP Audio Setup - PC Users
P To select and test your Mic & Speakers settings

1. Right-click the 5}3 system tray icon and select Preferences.

2. Select Audio.

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

e Speakers Setup: It is recommended that you test your speakers. To test, select your speaker
device from the drop-down menu and click Play Sound; if connected correctly, you will see the
sound meter light up green and hear a soundtrack through your speaker device. If you do not
hear sound after clicking Play Sound, select another device listed in the drop-down menu and
repeat this test.

¢ Advanced: GoToWebinar automatically adjusts audio levels. We recommend you keep this
checked. If you uncheck this selection, you must manually configure your audio settings

through Windows Sounds and Audio Devices. Use automatic volume and noise processing to
improve voice quality.

3. Click OK.

#: preferences - GoToMesting

Catagry A

Hart Lp .
Ganeral ¥ioda el ot by P vt bessting your mic or spealors

Mee
-J”tm..l“ |._!:| Microphone Setup
?rmw”. Select & device and speak inbo the microphone to tast:

L pnrsthon \Wiredowes Def sl Device LA R TTTITET]

The rrster vall buen green when your microphons 5 workdng.

-|_|} Spoahers Sehup
Tabict & denvics Sl lick Play Sound to best;

Virsdowrs Default Device w | dlb

Chik Play Sound and verdly wou can hear & plapang from your speakers
Play: Sound 4

Acarced

[+] gustomatic aly adast my system mixer sethings

[ Lhse antommatic wobume and noise proorssing

Lipuially improves sudo quaity wihen people ane talling. Unchecking
mary improve the quality of music or other sudio sources,

Serad Ao Famcihach Acteicangl ¢
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VolIP Audio Setup - Mac Users

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

P To select and test your Mic & Speakers settings

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

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

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

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

Audio Mode: { ) Use Telephone
@ Use Mic & Speakers

v Built-in Microphone
Talkit  Built-in Input

Default

On-Hold Beeps and Entry/Exit Chimes

On-Hold Beeps (a) play when an attendee connects to a Webinar before the organizer has started it,
unless the organizer disables the beeps.

Entry/Exit Chimes (b) play each time an attendee joins or leaves the Webinar, unless the organizer turns
the chimes off.

To toggle On-Hold Beeps or Entry/Exit Chimes on and off, click Edit in the GoToWebinar Audio pane,
then click each item to turn it on or off.

= Audio

Audio Mode: O Use TE]EDI"IEIFIE Edit
et it feriy Edit Audio Mode..

8 o v Play On-Hold Beeps ——— -
P v Play Entry/Exit Chimes ——

Connecting to Audio... ‘

© 2012 Citrix Online, LLC. All rights reserved. 56



GoToWebinar® User Guide

Using GoToWebinar Integrated Audio

Audio Mode: Using Telephone

At the specified Webinar time, dial the conference call number. When prompted, enter the access code
followed by the # key.

Once in a conference call, the organizer is automatically entered into a sub-conference between all
organizers and panelists. To start the conference call for all participants, an organizer must press *1.

Organizer Telephone Commands

Command Feature Details

*1 Start Starts the conference call. Organizers and panelists are initially joined in a sub-
conference until *1 is pressed.

*2 Count Provides the number of attendees dialed in to the conference

*3 On-hold beep By default, organizer will hear beeps until the first caller arrives. Press *3 to turn
controls off the on-hold beeps.

*4 Menu Provides a menu of available conference commands.

*5 Mute/Unmute Sets mute and unmute for organizer and panelist lines. By default, organizers
Organizers and and panelists are first joined unmuted. Pressing *5 cycles through the following
Panelists options:

- Mute: organizers and panelists can unmute themselves by pressing *6
- Mute: organizers and panelists cannot unmute themselves

- Unmute: organizers and panelists are unmuted (default)

*6 Organizer Organizer can mute his or her line. Pressing *6 again will unmute the line
Mute/Unmute
*8 Chime Control Sets entry and exit chimes. By default, entry and exit chimes are off. Pressing

*8 cycles through the following options.
- Entry chime off and exit chime on

- Entry chime on and exit chime off

- Entry and exit chimes on

- Entry and exit chimes off

.’Turning On-Hold Beeps and Entry/Exit Chimes on and off

On-Hold Beeps (a) play when an attendee connects to a Webinar before the organizer has started it,
unless the organizer disables the beeps.

Entry/Exit Chimes (b) play each time an attendee joins or leaves the Webinar, unless the organizer turns
the chimes off.
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To toggle On-Hold Beeps or Entry/Exit Chimes on and off, click Edit in the GoToWebinar Audio pane,
then click each item to turn it on or off. You may also press *8 on your telephone key pad to toggle
Entry/Exit Chimes on and off.

=] Audio

Audio Mode: ® Use Te_lephnne Edit v |
OUse Mic & Speakers  Egit Audio Mode...

Dial: 773-945-1010 | v  PlayOn-HoldBeeps — 1 o
Access Code: 447-121-841 -
Play Entry/Exit Ch —t  h
Audio PIN: 60 Y ]| Play Entry/Exit Chimes

If you're already on the call, press #50# now.
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Start GoToWebinar Integrated Audio

e VoIP and Telephone: If you have selected the option to use either VolP or Telephone for your

Webinar, you will see the options "Use Telephone" and "Use Mic & Speakers" in your Control

Panel. The default mode is Mic & Speakers; however, GoToWebinar will remember your selection
for your next event.

If you are joined via Mic & Speakers, you must click Start Broadcast to begin the audio portion of

your Webinar. Before starting the broadcast, you will be joined in a subconference with all other
organizers and panelists you invited.

File Optiocns View Help IR

Audio On for Staff Only BSEGEEEE

[=] Audio

Audio Mode: O Use Telephane
® Use Mic & Speakers

& deeaa L b

Audic Setup

Telephone: If you have selected the option to use Telephone only for your Webinar, you must join

the audio portion by dialing the conference number and providing the Access Code and Audio PIN
noted in your Control Panel.

If you are joined via the telephone, you must press *1 on your telephone keypad to begin the audio

portion of your Webinar. Before starting the broadcast, you will be joined in a subconference with
all other organizers and panelists you invited.

File Options View Help DR
Audio On for Staff Only
Press *1 to Start the Broadcast for all attendees. |

[=] Audio

Audio Mode: Telephone .

Dial: {805) 8794138
Access Code: 1056-969-074
Audio PIN: 34

If vou have already dialed in, press #34% now.

© 2012 Citrix Online, LLC. All rights reserved. 59



GoToWebinar® User Guide

P To switch audio formats during a Webinar

If you are using the GoToWebinar integrated audio, you can switch between using Mic & Speakers or
Telephone. In the Audio pane at Audio Mode select either Use Telephone or Use Mic & Speakers.

[=] Audio
Audio Mode: O Use Telephone
® Use Mic & Speakers
LR TTIT i

Audio Setup

On-Hold Beeps and Entry/Exit Chimes

On-Hold Beeps (a) play when an attendee connects to a Webinar before the organizer has started it,
unless the organizer disables the beeps.

Entry/Exit Chimes (b) play each time an attendee joins or leaves the Webinar, unless the organizer turns
the chimes off.

To toggle On-Hold Beeps or Entry/Exit Chimes on and off, click Edit in the GoToWebinar Audio pane,
then click each item to turn it on or off.

= Audio

Audio Mode: OUse Telephone
® Use Mic & Speakers Edit Audio Mode...

8 o v Play On-Hold Beeps ——— -
P v Play Entry/Exit Chimes ——

Connecting to Audio ‘
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Manage GoToWebinar Integrated Audio

With the GoToWebinar Integrated Audio Service, you can manage audio through the Organizer Control
Panel, including muting and unmuting attendees.

Note: Up to 25 attendees can be unmuted at any one time and in any combination of VolP and phone attendees.

P To mute/un-mute attendees

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

e Click the microphone icon on the Grab Tab. (a)
¢ Right-click anywhere in the attendee row. (b)
e Click the Mute drop-down menu in the Attendee or Staff List. (c)

P To edit audio

e Click the Edit Audio Services drop-down menu to change audio options for attendees. (d)
e Click Audio Setup to select and test your Mic & Speakers. (e)

Attendees who join the audio portion of your Webinar are joined muted by default. Attendees who joined
via VolIP will have a microphone icon next to their names. Attendees who joined via telephone will have a
handset icon next to their names.

Note: Up to 25 attendees can be unmuted at any one time and in any combination of VolP and phone attendees).
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. ~_JUSE Telephone
Audio Mode:
T ® Use Mic & Speakers

Webinar Now
Vebinar ID: F37-TST-818
Golo\Vebinar™

Attendee joined via VolP, muted (default) (a)
Attendee, joined via telephone, muted (default) (b)
Attendee joined via telephone, unmuted (c)

Attendees who join the Webinar 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)
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Presenter...
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Attendees

Telephone: Muted by default. Only an
organizer can unmute

.

Organizers and Panelists

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

Telephone: Unmuted by organizer.
Can mute/unmute self through Control
Panel.

Telephone: Muted

Telephone: Muted by default, but did not
enter Audio PIN.
Organizer cannot unmute until audio PIN

and select Send Audio PIN

is entered. Right-click this attendee's name

Telephone: Did not enter audio PIN.
Cannot mute/unmute until audio PIN is
entered.

VolP: Muted by default.
Only an organizer can unmute.

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

VolP: Unmuted by organizer.

VolP: Muted

8
b Can mute/unmute self through Control !
Panel.
No [Not connected to audio (cannot hear audio| No [Not connected to audio (cannot hear audio or
icon or speak). icon speak).
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Recording Preferences for GoToWebinar Audio Service
B To select your recording settings for the GoToWebinar Audio Service

1. Right-click the 53 system tray icon and select Preferences.
2. Select Recording.

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

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

Note: If using VolP, be sure to check your audio device settings under the Audio category.

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

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

3. Click OK.

Using GoToMeeting Audio Service (a)

What do you want to record? Device

Just my voice You can use either a microphone connected to your computer or a telephone.

Your computer must have a sound card installed to record audio, whether you join via phone or VolP.

Everyone in the session You can use either a microphone connected to your computer or a telephone.

Your computer must have a sound card installed to record audio, whether you join via phone or VolP.

Using Your Own Audio Service (b)

What do you want to record? | Device
Just my voice A microphone connected to your computer.
Everyone in the session A phone patch connected to both your phone and the mic in port of your computer.

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

If you want to use VolP with your own audio service, please contact your Account Manager
(GoToMeeting Corporate plans) or Global Customer Support (GoToWebinar plans) for assistance.
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Integrated Toll-Free Audio

GoToWebinar organizers have the option to host meetings and Webinars with any combination of toll-
based, toll-free and VolP audio. Features like on-screen muting and integrated recording remain the
same regardless of which audio option is selected.

Integrated toll-free audio is a separate service and has to first be enabled online by individual organizers
or by your company's GoToMeeting account administrator if you're a corporate user. Individual
GoToWebinar organizers based within the United States can purchase Integrated Toll-Free service.
GoToMeeting Corporate accounts can purchase Integrated Toll-Free service only if their billing address is
based in the United States, Australia, Canada or United Kingdom.

An organizer's account incurs per-minute charges for each attendee dialing in through the Integrated Toll-
Free audio service.

As with existing Webinars, each session will have a unique toll-free number and access code. If you wish
to re-use the same audio options, make sure you schedule the Webinar as a recurring event.

Note: For any Webinar, meeting or recurring meeting that was scheduled prior to an account's toll-free integration, the regular toll
based conference numbers will automatically be changed if toll-free numbers are added to an already existing meeting or Webinar.
It is recommended that you resend the Webinar confirmation emails to your participants so that they get access to the new
numbers. The meeting ID and URL for those meetings and Webinars will not be impacted, and the new conference number will be
provided to the attendees in the Waiting Room as well as the Control Panel.

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 numbers are charged rates based on their own long distance provider. There are no additional
charges for those who join a meeting or Webinar with VolP audio.

To minimize billing, any attendee who joins a meeting or Webinar before the organizer starts the event is
disconnected after 15 minutes of inactivity. If the meeting or Webinar is cancelled and never started by
the organizer, then no charges are incurred.

The organizer's company will be billed separately for toll-free audio by Citrix Online Audio, LLC.
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Schedule a Webinar with Integrated VolP, Long Distance and Toll-Free
P To schedule a Webinar with integrated toll-free audio

1. Log into your account and schedule your Webinar.

2. Onthe Webinar Details tab select the Toll-free numbers box to add integrated toll-free. To add
more countries, click Edit.

Audio
Edit audio conference options:

@ Use built-in audio conlerencing

Prowade the followsng options to my Websnar patscipants
¥ VolP - Reguires microphone and speakers

¥ Long distance numbers for United States and Austna Edd

# Tolldrés numbeis for: Unided Sliln — . k|
e Include Toll-Free Numbers for: -
Use my awn eonference call service \ a,
TN A
| | Commary = Seleci AN

L T

Co-Organizers & Panelists .« s
Ll

Other Organizer(s): Mone specified | _*'_’d‘:
Panelistis): None specified '_:"‘:l
Framce

Saletted poumiras AuAriahi

= et

e )
Note: The toll-free number can be offered to your attendees along with VolP and the traditional long distance option.

Note: Additional per-minute charges are incurred for each attendee dialing in with the toll-free service.
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Schedule a Webinar with Toll-Free and VolP

To offer your attendees a choice between two audio options for which they incur no charges, ensure that
Long distance number for: has been deselected when you schedule the training.

Audio

Edit audio conference options:

@ Use built-in audio conferencing

Provide the followang options to my Webinar participants
\ ¥ VolP - Requires microphone and speakers

Long distance numbers for: United States and Austria Edit
¥ Toll-free numbers for: United States Edit

Use my own conference call service

Co-Organizers & Panelists

Other Organizer{sk MNone specified
Panelist{s)}: None specified

Start a Webinar with Integrated Toll-Free Audio

Once an account is enabled with integrated toll-free audio, an organizer must launch GoToWebinar for
the audio conference to begin. If the organizer is late launching the Webinar, all participants will be placed
on hold and will hear the following greeting: "Welcome to the Webinar. You will be placed on hold until the
Webinar begins. Please remain on the line." When an organizer starts GoToWebinar, co-organizers and
panelists will be able to speak with each other without the attendees hearing. Once the organizer starts
the broadcast, attendees will then join the conference in listen-only mode. Per-minute charges for
participants dialing in with toll-free audio begin as soon as their toll-free calls are connected.

.Fule Options  View Help -Lj-@'
Audio On for SaffOnly
[=] Screen Sharing

Stopped Mo one Sees VOUr SCrean

o

Show My = iy nge
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Countries with Integrated Toll-Free Audio

Individual GoToWebinar organizers have the option to add Integrated Toll-Free service for the United
States and Canada. GoToMeeting Corporate accounts have the option to add Integrated Toll-Free
service for the following countries:

International Toll-Free Conference Numbers ‘
(GoToMeeting Corporate)
Argentina Hong Kong New Zealand Taiwan
Australia Iceland Panama Thailand
Austria India Peru Ukraine
Belarus Indonesia Philippines United
Kingdom

Belgium Ireland Poland United States
Brazil Israel Portugal Uruguay
Canada Italy Russia Vietham
China Japan Singapore
Czech Republic Luxembourg South Africa
Denmark Malaysia Spain
Finland Mexico Sweden
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Whether you or your attendees join with VolP, toll or toll-free audio, you can easily and seamlessly record
all participants. From the Recording section of the Preferences window, simply select Use GoToMeeting
Audio Service. For more information about the Recording feature, please refer to Recording a Webinar

on the GoToWebinar support site.
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Webinar Presentation

Notes on Conducting Webinars

Organizers need to first create their accounts before they can schedule or conduct Webinars.

Webinars can be started from the GoToWebinar Web site or from the Organizer Control Panel while in
Practice mode.

GoToWebinar organizers start all Webinars and at least one organizer must be present to manage and
end a Webinar. Once a Webinar starts, the organizer becomes the initial Webinar presenter. During the
Webinar, the organizer may pass the role of presenter to any panelist, organizer or attendee.
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Start a Scheduled Webinar

A scheduled Webinar is always started by an organizer from the GoToWebinar website or from the
Organizer Control Panel while in Practice mode.

P To start a scheduled Webinar from the GoToWebinar website

1. Log into your account.

2. Onthe My Webinars page, scroll to the Webinar you want to start and click the Start button.
3. Onthe Start Your Webinar Now? page, click Start Now.

4. |If prompted, click Yes or Grant to accept the GoToWebinar download.

Your Webinar will start and the GoToWebinar Organizer Control Panel will appear in the right side of your
desktop. For more information on the Organizer Control Panel, see Organizer Control Panel.

P To start a scheduled Webinar from Practice mode

1. While in Practice mode, open the Organizer Control Panel.
2. Atthe top of the Control Panel, click Start.

Your Webinar will officially begin and all registrants will be allowed to join.

Join a Webinar

There are several ways to join a Webinar. Joining a Webinar requires registration through an invitation
link or email but no prior configuration to your computer.

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

Step 1: Register for the Webinar

Note: Registration is not required if the organizer hosts an impromptu Webinar with the Webinar Now feature.

B To register for a Webinar

Open the email that contains the Webinar invitation.

Click the link provided in the email to register for the Webinar.

Complete the Registration form.

Click Register Now.

You will receive a confirmation email providing you with a unique link to join the Webinar as well as
a link to add the event to an Outlook or Lotus Notes calendar.

Note: Some Webinars may require organizer approval prior to the delivery of a confirmation email.

agrwNE

Step 2: Join the Webinar

B To join a Webinar from a confirmation or reminder email

1. Open the confirmation or reminder email for the Webinar event.

2. Click the link provided in the email to join the Webinar.

3. If prompted, click Yes, Trust or Always to accept the download. If the automatic download does
not occur, follow the instructions on the download Web page to do it manually.

4. |If prompted, enter the Webinar password. If a password is required, this would have been provided
in a separate communication from the Webinar organizer.

You will be entered into the Waiting Room. The Attendee Control Panel and GoToWebinar Viewer
Window will appear when the organizer starts the Webinar.
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P To join a Webinar from the GoToWebinar Web site

1. Open an Internet browser and go to www.gotowebinar.com. Click Join a Webinar at the top of the
page.
Or you can go to www.joingotowebinar.com.

2. On the Join the Webinar window, enter the Webinar ID you received from your Webinar organizer
(see your confirmation or reminder email).

3. If prompted, complete the Registration form.

4. If prompted, click Yes, Trust or Always to accept the download. If the automatic download does
not occur, follow the instructions on the download Web page to do it manually.

5. If prompted, enter the Webinar password. If a password is required, this would have been provided
in a separate communication from the Webinar organizer.

You will be entered into the Waiting Room. The Attendee Control Panel and GoToWebinar Viewer
Window will appear when the organizer starts the Webinar.

B To join a Webinar from your desktop
1. If you are a GoToWebinar organizer and GoToWebinar is already installed on your computer, you

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

2. On the Join a Session window, enter the Webinar ID you received from your Webinar organizer.

3. If prompted, complete the Registration form.

4. If prompted, click Yes, Trust or Always to accept the download. If the automatic download does
not occur, follow the instructions on the download Web page to do it manually.

5. If prompted, enter the Webinar password. If a password is required, this would have been provided
in a separate communication from the Webinar organizer.

You will be entered into the Waiting Room. The Attendee Control Panel and GoToWebinar Viewer
Window will appear when the organizer starts the Webinar.

Leave or End a Webinar

Organizers may choose either to leave a Webinar while allowing another organizer to continue the
Webinar or to end the Webinar completely.

Note: At least one organizer must be present to start, manage and end a Webinar. If an organizer chooses to leave a Webinar while
allowing it to continue, either another organizer must be present to continue the Webinar or the organizer must promote another
attendee/panelist to Webinar organizer.

P To leave a Webinar and allow the session to continue

1. Prior to leaving the Webinar, be sure another organizer is present or make another
attendee/panelist the organizer.

2. From the File menu, select Exit - Leave Webinar.

3. On the Leave Webinar? confirmation dialog box, click Yes.

Note: If you leave a Webinar that you organized and allow the session to continue, you will not be allowed to host or join another
Webinar until the first Webinar is finished.

P To end a Webinar

1. From the File menu, select Exit - End Webinar.

2. Onthe Are you sure you want to end the Webinar for everyone? dialog box, click Yes.
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Webinar Now

The Webinar Now feature enables you to host quick, impromptu Webinars with a maximum of 200
attendees. Choosing Webinar Now takes the organizer immediately into a session; no advanced
scheduling is necessary. Webinar details (such as branding) are generic, there are no email notifications
(confirmation, reminders, follow-up) and there is no survey option. Webinar Now is launched from the
GoToMeeting/GoToWebinar system tray icon.

Organizers can send attendees an invitation through the Control Panel, or direct attendees to
www.gotowebinar.com and ask them to click Join a Webinar in the left menu and enter the Webinar ID.
Attendee registration simply requires the person’'s hame and email address.

P To start an impromptu Webinar

1. Right-click the SB system tray icon or double-click the GoToMeeting suite icon on a Mac and
select Webinar Now.

2. Your Webinar will start and the GoToWebinar Organizer Control Panel will appear on the right side
of your desktop.

Invitation options appear in the Attendee List pane. Audio options appear in the Audio pane; the
default mode is Mic & Speakers using the GoToWebinar Audio Service.

P To use your own conference service in an impromptu Webinar
1. Click Edit Audio Services.

2. Select Provide your own conference call information and type in the conference call number and
passcode (if necessary) from your conference call provider.

3. In the Audio pane, click Edit button in the right corner.

|=| Audio

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

& T

Ly
3

The information you provide will appear in the attendee's Control Panel.

P To create polls for an impromptu Webinar
1. If you are presenting, be sure to pause or stop screen sharing.
2. In the Polls pane of your Control Panel, click the Manage Polls button.
3. If prompted, log in to your account. The Polls page will load.
4. In the Question Type field, select the answer choice from the drop-down menu:

e Choice - Single Answer: Attendees can select only one answer.
e Choice - Single Answer: Attendees can select only one answer.

5. In the Question field, type a question.
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6. In the Answers fields, type up to 5 answers.
7. Click Create.

Your poll questions will appear in the Polls box. You can modify poll questions, including the order you
wish to launch them in-session, by highlighting each in the Polls box and clicking Edit, Delete, Up or
Down. Up to 8 polling questions can be created.

8. Click Save Changes and log out. Your polls will appear in the Polls pane. Edit or create additional
polls in-session by clicking the Manage Polls button.
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Organizer Control Panel

When the organizer first joins the Webinar, the Organizer Control Panel appears on the right side of the
desktop. The Organizer Control Panel gives access to various organizer and presenter functions. The

Control Panel can be customized by re-ordering panes, undocking or resizing those with (=]

Menus: Provides access to leaving/ending the Webinar, attendee options, Control Panel tools and
online help files. (a)

Screen Sharing: Provides presenter with a visual reminder of On Air status, the ability to
show/pause/stop screen sharing, share keyboard and mouse control and change presenters (see
Presenter Screen Tools Pane). (b)

Grab Tab: Enables presenter to minimize the Control Panel to the side of the desktop to display
his or her full desktop to attendees and still access Screen Sharing tools (see Presenter Control
Panel Grab Tab). (c)

Dashboard Pane: Provides organizers with a quick view of the timer, attendance, audience
attentiveness, number of unanswered attendee questions and number of hands raised (see
Dashboard Pane). (d)

Attendee List Pane: Provides organizers with the ability to manage all Webinar attendees (see
Manage Attendees). (e)

Audio Pane: Enables organizers to manage their audio format, audio service and audio setup
(Audio Pane). ()

Webinar Information Pane: Provided for quick reference; Webinar ID can be given to someone to
join through www.gotowebinar.com.(g)

Additional Control Panel Panes: See the next section for additional Control Panel features.
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Additional Control Panel Panes

Organizers can customize their Control Panel to suit their preferences. Additional panes can be displayed
from the View menu. See Organizer Control Panel Menu Bar.

Audience View Pane

Provides the presenter a view of what the audience is seeing during the presentation. See Present at a
Webinar.

Chat Pane

Enables organizers to chat with other organizers and panelist or send a broadcast message to attendees.
See Chat with Organizers and Panelists and Send a Broadcast Message to Attendees.

Polls Pane

Enables organizers to manage the polling feature. See Create Polls and Polling.

Invite Others Pane

Enables organizers to invite attendees to a Webinar already in progress.

Questions Pane

Enables organizers to manage questions and answers from attendees as well as forward questions to
panelists. See Questions Pane.

Recording Pane

Provides organizers the ability to record all screen activity that is presented in the GoToWebinar Viewer
window, including desktop and application sharing of other presenters in the Webinar. See Record a
Webinar.
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Organizer Control Panel Menu Bar - PC

The Organizer Control Panel menu bar for PC users provides access to various in-session application
tools. Menu options include File, Options, View and Help.

File Menu

For impromptu Webinars started using Webinar Now, you can edit the name of your Webinar (which
appears in the attendee’s Control Panel). If you leave the Webinar, you will be prompted to end the
Webinar or promote someone to organizer to keep the Webinar running. Questions and answers and any
chat during the Webinar can be saved for later review as a .txt file to your computer.

File |Options Wiew Help EIE)
Edit Webinar Subject. ..
Save Chat Log...

Save Questions Log...
Preferences...

Exit - Leave Webinar
Exit - End Webinar

Options Menu

You can manage whether attendees can view the attendee list, ask questions, raise their hands and view
the session timer (which appears at the top of their Viewer window). Simply check to turn options on and
uncheck to turn them off.

| File |Options| View Help @IE\i
Attendees Can View Attendee List
v Attendees Can Ask Questions
v Attendees Can Raise Hands
Attendees Can View Session Timer

View Menu

Organizers can select which panes to display in their Control Panel. With Auto-Hide the Control Panel on,
your Control Panel is set to collapse automatically after 10 seconds of Control Panel inactivity. Select
Show Control Panel in the View menu to keep it expanded.

| Fie options [ View | Help (x|
v Attendee List
v Audience View
v Chat
v Dashboard
w Invite Others
v Folls
v Questions

Recording

Auto-Hide the Control Panel
Hide Cantrol Panel

Default Control Panel Layout
Save this Startup Layout
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Help Menu

The Help Menu provides access to the online Help files and GoToWebinar software version information.
Send audio feedback directly to GoToMeeting Global Customer Support.

File Options View | Help | EIE
GoTowehinar Help
Send Audio Feedback. ..
About GoToWebinar
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Organizer Control Panel Menu Bar - Mac

The Organizer Control Panel menu bar for Mac users provides access to various in-session application
tools. Menu options include File, Options and Audio.

Note: If you are presenting on a Mac and navigate to these menu options, attendees can see this. We recommend pausing screen
sharing before navigating to the menu.

i GoToMeeting File Edit Options Window Audio

File Menu

For impromptu Webinars started using Webinar Now, you can edit the name of your Webinar as well as
the Welcome Message (which appears in the attendee's Control Panel). If you leave the Webinar, you will
be prompted to end the Webinar or promote someone to organizer to keep the Webinar running. Chat
during the Webinar can be saved for later review as a .txt file to your computer.

JiC Edit Options Windc
Edit Webinar Name...
Edit Welcome Message...
; 2

nat Y|
el LU...

Leave Webinar
End Webinar

Options Menu

You can manage whether attendees can raise their hands or view the attendee list. Simply check to turn
options on and uncheck to turn them off.

IRl window Audio Help D
v Attendees Can Raise Hands
Attendees Can View Attendee List

v Attendees Can Ask Questions

Audio Menu

If you are using the GoToWebinar Audio Service, you can switch between using Mic & Speakers or
Telephone. In the Audio menu, select either Use Telephone or Use Mic & Speakers. When using Mic &
Speakers, choose your devices under Audio Input and Audio Output.

EXEDN Help  Debug

Mute Me 1t 3E M

Use Telephone
v Use Mic & Speakers

Audio Input e
Audio Qutput g
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Presenter Role Overview

The Webinar organizer is always designated as the first Webinar presenter. The presenter role may be
passed to any other organizer or panelist.

Presenters can show their complete desktops to all Webinar attendees either as a clean screen with no
icons or taskbar or as a specific application window. Presenters may choose to pause showing their
desktops or applications at any time. Presenters may grant other organizers and panelists the ability to
share control of the presenter's mouse and keyboard.

; Mac presenters can only show their complete desktops at this time.
1

Ma&

Presenter Screen Tools Pane

When another organizer or panelist becomes a presenter, the Control Panel adjusts to incorporate the
Presenter Screen Tools pane at the top. The Screen Tools pane provides the presenter with access to
the various presenter controls.

You can promote an attendee to be a presenter. Simply right-click the attendee's name in the Attendee
List pane and select Make Presenter. The attendee presenting will automatically become a panelist and
cannot be demoted.

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

— | attendees. This can obstruct a portion of what you are presenting. We recommend that Mac
Mac | presenters leave the Control Panel collapsed as much as possible during the Webinar. If you
have a multi-monitor setup, we recommend keeping the Control Panel on your second

monitor.

e The Broadcasting Status field notifies presenters of the status of screen sharing .(a)

e The Play/Pause button starts screen sharing or pauses screen sharing (pausing on the current
screen). (b)

e The Show My Screen button allows the presenter to choose what to share with attendees. (c)

e The Stop Showing Screen button stops the Webinar presentation and takes attendees to the
Waiting Room screen. (d)

e The Give Keyboard & Mouse button grants shared mouse and keyboard control to another
organizer or panelist.(e)

e The Change Presenter button passes the presenter role to another organizer or panelist. (f)

[=] Screen Sharing

BN O AR = Sicuig scres

— Q0o 0

Show My Stop Give Changs
| [Sereenw] Showing Keyboard Presenter
C Screen & Mouse
d = i
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Presenter Control Panel Grab Tab

The Control Panel Grab Tab enables organizers and presenters to minimize the Control Panel to the side
of their screens to display their full desktops to attendees and still access Presenter Screen Sharing
Tools. The Grab Tab changes depending on the status of the presenter's display mode.

There are 5 main display modes (see images below):
1. Organizer has started the Webinar but no attendees have arrived.
2. Attendees have arrived and the presenter is displaying his or her desktop.

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

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

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

o Click to show/hide Control Panel. (b)

e Show On Air status. (c)

e Share screen. Right-click for screen sharing options. (d)

¢ Stop screen sharing. (e)

¢ Grant shared keyboard/mouse control to another organizer or panelist. (f)
e Pass presenter role to another organizer or panelist. (g)

¢ Use Drawing Tools to annotate your presentation. (h)

Ho Attendees Attendees Attendees
attendees arrived, E|rr|'.fe|:lti ﬂ,-m,ed..
have displayin presentation presentation
i iy paused stopped
arrived deskiop

i1

5. A fifth Grab Tab mode is available to organizers only when they are not a presenter:

o Click to toggle Viewer window between Full Screen and Window mode. (a)
¢ Click to take back presenter role or pass presenter role to another. (b)

Presenter role
passed to another
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Presenter Show Screen

Presenters have the option to show one screen, multiple screens (multiple-monitor capability), clean
screen or a specific application. This is especially helpful for smooth screen transitions.

o

Ma&

Mac presenters can only show their complete desktops at this time.

P To show your desktop
1. On the Screen Tools pane or the Grab Tab, click the Show My Screen button.

P To select a specific screen or application
1. On the Screen Tools pane, click the Screen button.
-or-
On the Presenter Grab Tab, right-click the Play button.

2. Select the screen or application you want to present.

k=2l
m
2
Show Only:
+ Scresn of Main monitor 1

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

Secreen of moniter 2 - CLEAN

Both =cresns

Screen of monitor 2 g

Both screens - CLEAN

ﬂ Google - Microsoft Internet Explorer
| ] Microsoft Office PowerPoint

(& snagtt

Note: Hovering over your screen sharing menu selection will display an animated gray frame that 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: 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.

> To pause screen sharing

1. Onthe Screen Tools pane or the Grab Tab, click the Pause button.
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Organizers can manage attendees and the Webinar staff through the Attendee List pane, either by
column or by right-clicking on each organizer or panelist name.

Attendee List Pane

The list of attendees can be sorted by column, and organizers can search for attendees using the Search

field.

Attendee List Pane

¢ Click tabs to view attendee or staff list.

(@)

¢ Click a column to sort. Right-click to

show/hide columns. (b)

Click to mute/unmute attendees (c)
Shows attendee attentiveness. (d)
Shows attendee has a question. (e)

options. (f)

e Shows attendee has raised hand. (g)

Attendee Right-Click

e Pass presenter role (this also
promotes attendee to panelist).

(@)

Right-click attendee name for attendee

— +ABD
— &

—
—#?

[=] Attendee List (14 Max 1001}

Attendees (9) Staff (5}

EiEY

HAMES - ALPHABETICALLY

-

I Liam O'Connar
Stacy Leonard
Susanna Kenyon-huir

Suzie Smith

0o, m o0 o

[=] Attendee List (14 | Max 1001)
Attendees (9)

# 2 d" Todd Lewis

~

v

x|
Staff(5)

e Promote to panelist role. (b) & A B4 NAMES - ALPHABETICALLY v|
¢ Promote to organizer role. (c) ¥ Ligm PCnnnor Al
e Allow this attendee to view ¥ Stacy Liam O'Connor
Attendee List. (d) ¥ - o - Connected to Aurdio
e Send chat to this attendee. £ _ w Mute Liam O'Connor
Attendees will see chat in the Suzie
Questions pane. Staff will see # v2 Todd  Make Presenter... a
chat in the Chat pane. (e) -f Mute All| [ o Make Panelist... b
e Dismiss attendee from the - - - Make Organizer... i
Webinar. (f)
Allow Attendee List d
Send Chat Message. .. g
Copy Email Address to Clipboard
Dismiss Liam O'Connar.. f
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Chat with Organizers and Panelists

Organizers and panelists can chat with each other to help manage the Webinar and presentation flow.
Organizers can save a chat log for review after the Webinar has ended.

P To chat with an organizer or panelist

1. Right-click an organizer or panelist name in the Attendee List.
Or
In the Chat pane, select the desired recipient(s) from the To: drop-down selection field.

2. Enter the desired chat message in the Type message here field.
3. Click Send.

P To save a chat log

1. Under the File menu, select Save Chat Log.
2. This opens the Save Chat Log to a File dialog that allows you to store the file locally.

3. Browse to the location you would like to save it and click Save.
Send a Broadcast Message to Attendees

Organizers can send a broadcast message to all attendees using the Chat feature. The message will
appear in the attendees' Questions pane.

P To send a broadcast message to attendees

1. Inthe Chat pane, select All from the To: drop-down selection field.

2. Enter desired chat message in the Message Entry field.
3. Click Send.
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Invite Attendees during a Webinar

Organizers may invite new attendees to Webinars in progress from the Attendee List pane. Invitation
methods include email and copying the invitation for use in other email or instant messaging programs.
New attendees must go through the registration process before being able to join a scheduled Webinar.
Organizers can invite other organizers and panelists during a Webinar, but they must register and join as
an attendee and then be promoted in-session.

P To invite attendees by email

1. Inthe Attendee List pane, click Invite Others and then Email.
An email using your default email program will be generated with the Webinar Invitation in plain
text in the body of the email. Enter the recipient's email address and send the email.

P To invite attendees by other methods

1. Inthe Attendee List pane, click Invite Others and then Copy to Clipboard.

This will copy the Webinar Invitation in plain text to your clipboard, where it can then be pasted into
another email program or an instant-messaging application.

=] Attendee List (2] Max 201 =) [%]
Attendees (1) Staff (1)

| & [ A @ & NAMES - ALPHABETICALLY ~

| 4 ' John Smith

|| & vute an || 4 2 invite Others
Invite Others x| | =
Call the person and say:

1. Go to JoinWebinar.com
2. Enter this VWebinar ID: 746-822-848

[El‘ﬁﬂﬂl [ﬂupy to Clipboard
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Dashboard Pane

The Dashboard pane assists organizers in monitoring a Webinar at a glance. Organizers can quickly view
the timer, attendance, audience attentiveness and hands raised. If the Questions feature is turned on,
organizers can see the number of unanswered questions queued in the Questions pane, then click the
number to open the Questions pane.

e Timer begins when presenter clicks

Show My Screen. (a) El.Resibon T (el
o Attentive = Attendee's Viewer is in e R
foreground. Inattentive = Attendee's a T'mr'fm'zﬁ R
Viewer is not in foreground. (b) Attendance: |13 Here J
e Quick-view of number of attendee b Attentive: [73% BT
guestions in the queue. Click the . ———Questions: 5 Pollz Given: 0/1
?Cu)mber to open the Questions pane. -:_I ands Raized: 210 (30%)

e Attendees can raise their hand if |
enabled by the organizer. Click the
number to view who has raised a hand
in the Attendee List. (d)

e Quick-view of number of polls given. (e)

[4¢]

© 2012 Citrix Online, LLC. All rights reserved. 87



GoToWebinar® User Guide

Polling

Organizers can use polls to revive and engage an audience or to focus their attention. Polls can be
created pre-Webinar (see Create Polls) or in-session on the fly. After a poll has been closed, organizers
can choose to show the results immediately or at a later time in the Webinar.

While polling is managed by organizers only, an organizer does not have to be presenting to launch a
poll.

Note: Shared poll results display aggregated audience responses and do not include any individual information. However, attendee
responses can be reviewed after the Webinar in the Attendee Report.

P To launch a poll

1. Inthe Polls pane, scroll to the poll you want to launch and click the Launch button. Attendees will
see the poll in their Viewer window.

2. After you have given attendees time to answer, click the Close button.

P To show poll results
1. Inthe Polls pane, scroll to the poll for which you want to show the results.
2. Click the Share button.

3. Click Hide to resume your presentation.

P To create or edit polls in-session

1. Open the Polls pane in the Organizer Control Panel.

2. If you are presenting, be sure to pause or stop screen sharing.

3. Click Manage Polls. If prompted, log in to your account. The Polls page will load.
4. After making your changes, click Save Changes.
5

Log out of your account. Your new or updated polls will appear in the Polls pane of the Organizer
Control Panel.

Presenter Drawing Tools

Presenters can use the Drawing Tools to annotate directly on their presentation or gjive other
organizers/panelists the ability to draw on their presentation.

-

Ma&

Mac presenters do not have Drawing Tools.

> Tousea drawing tool

1. Click Drawing Tools button on the Presenter Grab Tab.
2. Select an appropriate tool from the Drawing Tools drop-down menu.

Note: Press the Shift key with any drawing tool to make a straight line.
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Drawing Tools:

Q0 OB E

" hﬁ Mormal non-drawing mode
i Pen
SeHighlighter
& Spotlight

B Arrow

Erase all drawings

-

Choose pen color

P To disable a drawing tool

1. Click the Drawing Tools button on the Presenter Grab Tab.
2. Select Normal non-drawing mode.
Or
Press the Esc key to disable a Drawing Tool without going to the Grab Tab or Control Panel.

P To erase drawings

1. Click the Drawing Tools button on the Presenter Grab Tab.
2. Select Erase all drawings.

Note: Only the presenter can erase drawings. Drawing will pause for organizers and panelists anytime the presenter pauses the
presentation.

P To allow another organizer or panelist to draw

1. Inthe Attendee List, right-click the organizer or panelist name.
2. Select Allow Drawing.
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Questions Pane

The Questions pane enables organizers to engage their audience. Organizers can sort questions and flag
them with priority. Questions can also be assigned to another organizer or, for example, to a panelist
attending as a subject-matter expert.

Check to show answered questions. (a)

Type in answer. Click Send Privately or Send to All. (b)

Right-click any column header to show/hide columns. (c)

Icon indicates answered questions. (d)

Click to set priority. (d)

Click to snap the Question and Answer pane on and off of the Control Panel. (e)

|a b & d |e

% Questions @ 1

Show Answered Questions

x Question Asker Rec'd - Answerer H Answer
Will you be covering recarding i the I ves

sesgiuntud o - - Nick Pay 12:24 PN Joe Smith (Panelist M)

Will thiz 2ez=ion be recorded? MNick Paw 2:32 PN Joe Smith (Panelist, Me) | H

Send Privately ' Send to All x

P To enable/disable attendee guestion and answer

1. Click the Options menu at the top of the Control Panel.
2. Select or deselect Attendees Can Ask Questions. When checked, attendees will be able to ask
guestions.

P To answer a guestion

1. Inthe Questions pane, click the question you want to answer.
2. Inthe answer field, type your answer and click Send Privately (to the attendee) or Send to All (to
all attendees).

> To assign a question to another organizer or panelist

1. Click the question you want to forward. This will highlight the question.
2. Right-click the question field and select Assign Question to.
3. Select the name of the organizer or panelist you want assigned to the question.
Note: Only organizers can see all questions and answers, set question priority and assign questions. Panelists can only see

questions that are assigned to them by organizers. Both organizers and panelists can answer privately to an attendee or to the
entire audience.
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Presenter Audience View Pane

Audience View provides the presenter with a thumbnail view of what the audience is seeing.

[=] Screen Sharing

Coun sromg st
=006 0 &

Show My  Stop Give Change
Showing Keyboard Presenter

(==

m . pplizati M
ﬁ pplication Nouse
o

(=] Dashboard =) (%]

Cruration: S0 Minwtes

Timer:
Attendance: [2 Here ]
v Attentive: [100% J

@ Questions: 0

Hands Haized: 40 (0%}

(=] Audience View [100% ] (][]

Pass Presenter Roles

P To change presenters

1. Onthe Screen Tools pane or the Grab Tab, click the Change Presenters button.
2. Select the name of the organizer or panelist to whom you want to pass the presenter role.

P To share the presenter's keyboard and mouse

Only organizers and panelists can share a presenter's keyboard and mouse. If you want an attendee to
share keyboard and mouse, you must first promote him or her to a panelist role.

1. On the Screen Tools pane or the Grab Tab, click the Give Keyboard & Mouse button.
2. Select the name of the organizer or panelist to whom you want to grant keyboard and mouse
control.
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Webinar Follow-Up

Webinar Analysis

GoToWebinar organizers can view Webinar statistics once a Webinar has ended. A snapshot view is
located in Webinar History on the GoToWebinar Web site. Organizers can view such statistics as the
number of registrants versus attendees, how many surveys were submitted (if created) and the

attendee _Interest Rating. Organizers can also access the Performance Report and the Attendee Report,
as well as links to Webinar follow-up tasks.

P To view Webinar statistics

1. Log into your account.
2. Inthe left navigation menu, click Webinar History. The Webinar History page will load, listing any
Webinars completed within the past 30 days.
¢ Click to expand and collapse Webinar History details. (a)
¢ Quick link to generate reports. (b)
e Upload recorded Webinar (GoToMeeting Corporate plans only). (c)
e Webinar statistics. (d)
¢ Edit Email Notifications and the Survey. (e)

Search: [Enter Webinar tile Past 30 days [ [ Search

Sort By: | Most Recently Held

Customer Satisfaction Guaranteed
— Change Setlings; = Select setling Rl View

Actual Date/Tirme Attended Live
a — 151 Tue, Jun 3,2008 10:35 AM - 10:52 AM POT 3681

Generate Report: Attended Lives 361

Attendes Interest Rating

Aftendes Repont 08 Overview Regstered: 623
®ror O nmi 125 highly interesied Aftendance Rate: £2%
Oesv O excel 109 moderately interasted Poll Responses: 125
h
[ Ol ] 127 -Mcl:,.; inherested %ur\-eﬂ. Submiad, 157
\ J
c Recorded Webinar: Manoge | Gengrate Repor Viewed Recording: 52
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Interest Rating

For each Webinar, organizers can view the interest level of their attendees. The Interest Rating is a
statistic that allows organizers to benchmark and qualify attendee interest in a Webinar. Interest Ratings
are computed from a proprietary algorithm that evaluates each Webinar attendee's interactions on a scale
of 1 to 100 (100 being best). Factors that contribute to the Interest Rating include, but are not limited to,
attendance length, attentiveness during the session, number of questions asked and an attendee’s
successful completion of polls, surveys and registration.

Follow-Up with Attendees

Once a Webinar has ended, organizers can modify their follow-up email settings if, for example, attendee
interest was very high and an organizer would like to send a follow-up email immediately after the
Webinar instead of one week later. You may customize separate follow-up emails for both attendees and
no-shows.

P To edit follow-up email settings

1. Log into your account.

2. Inthe left navigation menu, click Webinar History. The Webinar History page will load, listing any
Webinars completed within the past 30 days.

3. Scroll to the Webinar for which you want to modify email notifications.

4. At Change Settings, click the drop-down menu and select Email Notifications.

5. On the Email Notifications page, modify settings and click Save Changes.
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Archiving, Distributing and Playing a Recorded Webinar

After a Webinar has been recorded, organizers can distribute the recorded Webinar, enabling Webinar
attendees and other prospects to view the Webinar at a later date. In addition, GoToMeeting Corporate
plan organizers have the ability to archive recorded Webinars on the GoToWebinar website.

Archiving a Recorded Webinar (GoToMeeting Corporate Plans Only)

The Archiving a Recorded Webinar function is available on GoToMeeting Corporate plans only. The
GoToWebinar website will host archived recordings that organizers can use to include in follow-up emails
or to post to their website. Anyone accessing the archived recording who did not attend the Webinar will
be prompted to register first. GoToMeeting Corporate organizers can archive up to 3.0 GB of Webinar
recordings on the GoToWebinar website. Archived Webinars are accessible for up to 12 months. Once
expired, any published links to the archived Webinar will break and the recording will no longer be
available.

When a recorded Webinar has ended, the scheduling organizer is prompted to choose to archive the
recording immediately after the Webinar has ended or to archive later. (If Windows Media format is
selected, you will be prompted after the conversion is complete.)

Note: If an organizer other than the scheduling organizer has recorded the Webinar, that organizer will not be prompted to archive
at the end of the Webinar. He or she can archive it manually at a later time.

> To automatically archive arecorded Webinar

1. When your Webinar has ended, you will be prompted to archive the recording. (If Windows Media
format is selected, you will be prompted after the conversion is complete.)
2. Atthe Archive Recording Now? prompt, click Yes, now. Archiving will automatically begin.

> To manually archive a recorded Webinar

1. Log into your account.

2. Inthe left navigation menu, click Webinar History. The Webinar History page loads, listing any
completed Webinars within the past 30 days.

3. Scroll to the Webinar for which you want to archive the recording.

4. At Recorded Webinar, click Manage. On the Manage Webinar page, click Archive Recording.

You will be prompted to browse for the recording file you want to upload. After selecting the file,
archiving will automatically begin.

Note: If your browser is not capable of launching the automatic upload, you will be prompted to click Launch Archiver.

Archiving on the GoToWebinar Web site (GoToMeeting Corporate plans) is not available for
‘; Mac users. To archive, the PC user who is recording needs to be an invited organizer for the

- Webinar.
Mac

> To replace an archived recorded Webinar

1. Log into your account.

2. Inthe left navigation menu, click Webinar History. The Webinar History page loads, listing any
completed Webinars within the past 30 days.

3. Scroll to the Webinar for which you want to archive the recording.
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4. At Recorded Webinar, click Manage. On the Manage Webinar page, click Replace Recording.

You will be prompted to browse for the recording file you want to upload. After selecting the file,
archiving will automatically begin.

P To delete an archived recorded Webinar

1. Log into your account.

2. Inthe left navigation menu, click Webinar History. The Webinar History page loads, listing any
completed Webinars within the past 30 days.

Scroll to the Webinar for which you want to delete an archived recording.

At Recorded Webinar, click Manage. On the Manage Webinar page, click Delete Recording.

hw
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Distributing a Recorded Webinar

Organizers on GoToMeeting Corporate plans can easily distribute Webinar recordings for on-demand
viewing. GoToWebinar organizers can automatically include the link to the recording in Webinar follow-up
emails by checking the appropriate box in the Email Notifications section of the Manage Webinar page.

By inserting the archived Webinar recording link in other promotional emails or posting to a Web site,
organizers can gather registration information from additional on-demand viewers. This data is tracked in
the Recorded Webinar report. Keep in mind that archived Webinars are only accessible for 12 months.
Once expired, any published links to the archived Webinar will break and the recording will no longer be
available.

Organizers on GoToWebinar individual plans can zip and send Webinar recordings (depending on the file
size) by email, FTP or post to a Web site.

P To retrieve the archived Webinar recording link (GoToMeeting Corporate plans only)

1. Log into your account.

2. In the left navigation menu, click Webinar History. The Webinar History page loads, listing any
completed Webinars within the past year.

3. Scroll to the Webinar for which you want to retrieve the archived recording.

4. At Recorded Webinar, click Manage. On the Manage Webinar page, highlight and copy the
Webinar recording link.

Recorded Webinar

Avalable storage: Current Recorded Webinar: (Archived by Corena Bahr, Fri, Jul 14,
1022 BMB, (99.8%) of 1024MB 2008 &:00 PH POT)
_2006-02-28 16.05 Testwmwy
1P hitps:fhwe v gotomesting comfreqister/100803249 l
Post this link on vour Web site to L
increase your viewing audience To permane&ntly remove this recording, click Delete. To replace it with

another recording, clck Replace

[ Delste Recording [ Replace Recoerding ]

P To distribute a recorded Webinar in the GoToMeeting format

1. Deliver the recorded Webinar by email or FTP or post to a Web site.

2. Recipients must have Windows Media 9 or higher to view the recorded Webinar.

3. If recipients have not already installed, or are not running, the GoToMeeting software on their PC,
direct them to install the GoToMeeting Codec at http://www.gotomeeting.com/codec.

Note: Recipients must have administrator rights on their PC in order to install the GoToMeeting Codec and view a recorded Webinar
in the GoToMeeting format. Mac users cannot view in GoToMeeting Codec format.

P To distribute a recorded Webinar in the Windows Media format

1. Upon completion of the conversion process, deliver the recorded Webinar by email or FTP or post
to a Web site.
2. Recipients must have Windows Media 9 or higher to view the recorded Webinar.
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Playing a Recorded Webinar

GoToWebinar creates one recording file per Webinar.

> To replay a Webinar recorded in the GoToMeeting format (PC users only)

1. If you haven't already, end the Webinar that you are recording and GoToWebinar will automatically
save your file with the date and time noted after the name that you gave the Webinar upon
scheduling it.

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

3. Double-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 Webinar recorded in the GoToMeeting
format. Visit http://www.footnoting.com/codec to download the GoToMeeting codec.

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

> To replay a Webinar recorded in the Windows Media format

1. If you haven't already, end the Webinar that you are recording.
2. GoToWebinar will save your file with the title, date and time of the Webinar and will immediately
start converting the recorded file into the Windows Media format.
3. Upon completion of the conversion process, navigate to the directory that is listed in the Save in:
field under the Preferences Recording tab.
4. Double-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 Webinar in the Windows Media format.
Allow time for the conversion to take place. The time needed is dependent 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. GoToWebinar converts the recorded Webinar into a Windows Media Player file after the Webinar is over, instead of
recording direct to Windows Media format, so that impact on CPU resources doesn't bog down the computer during the Webinar.

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

© 2012 Citrix Online, LLC. All rights reserved. 97


http://www.gotomeeting.com/codec

GoToWebinar® User Guide

Generate Reports

Organizers can get detailed Webinar information by using the Generate Reports feature. This reporting
feature allows organizers to view various statistics, in either PDF, HTML or Excel® format, on Webinars
for any date range.

Note: Report data is available online for GoToMeeting Corporate plans for 12 months from a Webinar's date of occurrence. For
GoToWebinar plans, report data is available online for 90 days from a Webinar's date of occurrence. We strongly recommend that
you run reports on a quarterly basis.

> To generate a report
1. Log in to your account.
2. In the left navigation menu, click Generate Reports.
3. Select the report you want to generate. See report descriptions in the following pages:

e Reqistration Report

e Attendee Report

ePerformance Report

eRecorded Webinar Report (GoToMeeting Corporate plans only)

. Click Next.
. Select the Date Range.
. Select a Webinar.

. Select the Report Format (PDF, HTML, Excel or Comma Delimited Text).

o N O o1 b

. Click Generate Report. Your report will load in a new window.

Registration Report

The Registration Report provides a detail of registrants, including the registration date and time and
registrant data. Use this report to track the registration process for an upcoming Webinar.

Field definitions

Registration Report \

Date range of report data

Date Range
Webinar Title Title of the Webinar
Date Date of the Webinar

Scheduled Start Time |Scheduled start time of the Webinar
Scheduled Duration  |Scheduled duration of the Webinar

Registered Total number of registrants for the Webinar
Opened Invitation Number of recipients who opened the invitation email to register for
the Webinar

Clicked Registration  |Number of recipients who clicked the registration link to register for
Link the Webinar

Registration Date and time of individual registration
Time/Date
First Name Registrant's first name
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Last Name
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Registrant's last name

Email Address

Registrant's email address

Unsubscribed

N/A: Indicates registrant is subscribed to email notifications from
organizer(s).

Unsubscribed: Indicates registrant has opted out of receiving email
notifications from organizer(s) through the unsubscribe link.

SPAM Button: Indicates registrant has opted out of receiving email
notifications from organizer(s) by marking them as SPAM within their
email application.

Bounce: Indicates invalid or undeliverable email address.

Approval Status

Status of registrant's approval from organizer

Industry Registrant's business industry
Organization Registrant's business organization
Job Title Registrant's job title

Phone Registrant's phone number
Address Registrant's address

City Registrant's city

State/Province

Registrant's state/province

ZIP/Postal Code

Registrant's ZIP/postal code

Country

Registrant's country

Role in Purchase
Process

Registrant's role in purchase process

Purchasing Time
Frame

Registrant's purchasing time frame

Number of Employees

Number of employees in registrant's company

Questions and
Comments

Registrant's questions and comments

Custom Questions

Registrant's responses to custom questions added by the organizer

Attendee Report

The Attendee Report provides detail about attendees, including registration, Question and Answer

responses, in-session time and Interest Rating. Use this report to follow-up with interested attendees after

a Webinar.

Field definitions

Attendee Report

Date Range Date range of report data
Webinar ID Webinar identification number
Webinar Title Title of the Webinar

Date Date of the Webinar

Actual Duration

The duration, in minutes, of the Webinar

Clicked Registration

Number of recipients who clicked the registration link to register for the
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Attendee Report

Link

Webinar

Opened Invitation

Number of recipients who opened the invitation email to register for
the Webinar

Total Attended

Total number of Webinar attendees

Name Attendee's first name

Email Address Attendee's email address

Attended Yes or No value to indicate whether the registrant attended the
Webinar

Address** Attendee's address

City** Attendee's city

State/Province**

Attendee's state/province

ZIP/Postal**

Attendee's ZIP/postal code

Country** Attendee's country

Phone** Attendee's phone number

Industry** Attendee's business industry

Organization** Attendee's business organization

Job Title** Attendee's job title

Role in Purchase Attendee's role in purchase process
Process**

Purchase Time Attendee's purchase time frame

Frame**

Number of Number of employees at attendee's company

Employees**

Questions and
Comments**

Attendee's questions and comments

Custom Questions**

Attendee's responses to custom questions created by the organize

Registration Date

Date and time person registered

Unsubscribed

N/A: Indicates registrant is subscribed to email notifications from
organizer(s)

Unsubscribed: Indicates registrant has opted out of receiving email
notifications from organizer(s) through the unsubscribe link

SPAM Button: Indicates registrant has opted out of receiving email
notifications from organizer(s) by marking as SPAM within their email
application

Question & Answer

Any questions and answers submitted through the Question and
Answer pane

Poll Question

Poll responses to any polls launched in-session

Interest Rating

Numerical value from 1-100 which shows attendee's interest in the
Webinar (100 being most interested)

In-Session Time

Time stamp of when attendee joined and exited the Webinar

Duration

Time attendee remained in-session

Survey Question

Survey responses (if a survey was created by the organizer)

** These fields appear in the report only if they were requested in the Registration Form.
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Performance Report

The Performance Report provides details about the entire Webinar from start to finish, including high-level
statistics on the success of a Webinar.

Field definitions

Performance Report

Date Range Date range of report data

Webinar 1D Webinar identification number

Webinar Title Title of the Webinar

Date Date of the Webinar

Actual Duration The duration, in minutes, of the Webinar

Registered Total number of registrants for the Webinar

Opened Invitation Number of recipients who opened the invitation email to register for
the Webinar

Clicked Registration  |Number of recipients who clicked the registration link to register for the
Link Webinar

Total Attended Total number of Webinar attendees

Attendance Rate Percentage of the number of registrants who attended the Webinar

Average Attentiveness|Average based on the focus of the attendees Viewer window during
the Webinar

Average Attendee Numerical value 1-100 (100 being most interested) indicating the

Interest Rating average interest rating of the Webinar attendees

Polls (#) Number of polls launched

Polls Response Rate |Percentage of attendees who responded to polls

(%)

Q & A Number of Number of questions asked from the Question and Answer session

Questions Asked (#) |during the Webinar

Number of Surveys  |Total number of post-Webinar surveys submitted from Webinar
Submitted (#) attendees

Survey Response Percentage of attendees who submitted the post-Webinar survey
Rate (%)

Time Webinar session time broken down into 15-minute increments
Number of Attendees |Snapshot of the number of attendees at 15-minute increments
# throughout the Webinar

Percentage of Total |Percentage of total number of registrants who attended the Webinar
Attended (%)

Average Attendance |Average duration of the attendee presence in the Webinar
Duration

Response Rate Percentage of attendees who answered each poll

Recorded Webinar Report (GoToMeeting Corporate plans only)

The Recorded Webinar Report is available to GoToMeeting Corporate plans only. This report provides
details about recorded Webinar registrants or viewers and includes the time and date when the Webinar
recording was downloaded.
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Field definitions

Recorded Webinar Report

Date Range Date range of report data

Webinar Title Title of the Webinar

Recording Upload Date the recording was uploaded

Date

Total Registered Total number of people who registered to view the recorded Webinar
Total Recordings Total number of registrants who have viewed the recorded Webinar
Viewed

View Time/Date Date and time the recorded Webinar was viewed

First Name Registrant's first name

Last Name Registrant's last name

Email Address Registrant's email address

Industry Registrant's business industry

Organization Registrant's business organization

Job Title Registrant's job title

Phone Registrant's phone number

Address Registrant's address

City Registrant's city

State/Province Registrant's state/province

ZIP/Postal Code Registrant's ZIP/postal code

Country Registrant's country

Role in Purchase Registrant's role in purchase process

Process

Purchasing Time Registrant's purchase time frame

Frame

Number of Employees |[Number of employees at registrant's company

Questions and Registrant's questions and comments

Comments

Custom Questions Registrant's responses to custom questions added by the organizer

Notes on Recording a Webinar

Webinar recording allows an organizer to record all screen activity that is presented in the GoToWebinar
Viewer window, including desktop and application sharing of other organizers, panelists and/or attendees
presenting in the Webinar.

See System Requirements for requirements to record a Webinar.

Before recording a Webinar, an organizer must set recording preferences, including selecting the audio
format and recording media format (either GoToMeeting format or Windows Media Player format). If the
Windows Media Player format is selected, GoToWebinar will begin an automatic conversion process
immediately after a Webinar has ended. Allow time for the conversion to take place. The time needed is
dependant 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. (If you are able to hear music on the computer, you have a sound card.) To record using
GoToWebinar integrated audio, an organizer can use the telephone or a microphone connected to his or
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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 one recording file is created per Webinar. If an organizer clicks Record to start the recording, then
stops the recording and subsequently restarts the recording during the course of one Webinar,
GoToWebinar will continue recording to one Webinar recording file.

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

Webinar Recording is only available to meeting organizers or promoted organizers.

Note: To avoid a recorded Webinar 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 playback will only show a blank screen with the audio.

P To configure recording settings

1. From the Organizer Control Panel, click the View menu, select Recording. The Recording pane will
appear in the Control Panel. Click Settings.

2. On the Recording category:

¢ Audio: Allows you to enable or disable recording the audio portion of your Webinar. To record
audio, choose which audio service you have scheduled to use for your Webinar.

Note: If using VolP, be sure to check your audio device settings under the Audio category.
¢ Video: Allows you to select the Webinar recording output format and destination for saving the
file.
e Save in: Select the folder in which you want to save your recording.

f: Preferences - GoToMeeting
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Using GoToMeeting Integrated Audio (a) | Using Your Own Audio Service (b)
Records all unmuted speakers in the Webinar.

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

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

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

Your PC must have a sound card installed in order to record audio. If you can hear music
through your PC, you have a sound card.

3. Click OK.

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 location setting once you have started to record a Webinar. If you do not specify a destination, the default
is My Documents.

P To record a Webinar

1. When you are ready to begin recording, click Start Recording. All screen activity that is presented
in the GoToWebinar Viewer window will be captured.

2. Click Stop Recording to pause or stop recording completely. Clicking Start Recording again will
continue recording to the same file.

[=] Screen Sharing

Qo0 06

Show My Stop Give Changs
Gorpan v |  Showing Keyboard Presenter
Screen & Mouse

147.1 GB remaining Ssttings

" Indicates the
available storage
space of the
destination selected
to store the recording

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

Note: You must have at least 500 MB of space on the destination drive to record a Webinar. If you have less than 500 MB of
available space, GoToWebinar will display a warning when recording begins. If space drops to 100 MB, recording will be
automatically stopped and you will receive a warning message. If you have selected to convert your recording to Windows Media
format, you will need 1 GB (twice as much space). The Remaining field in the Recording pane refers to the amount of space
available for recording that is listed in the Recording Preferences Save In field.
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GoToMeeting Recording Manager (Mac)

If you record a session on a Mac, you must first convert the recording file to an .MP4 file before anyone
can view it. Using the GoToMeeting Recording Manager, you can easily convert multiple recordings at
once either immediately after you end a session or whenever it's convenient for you.

Recording sessions on Macs is only available if you're running Mac OS X 10.6 (Snow Leopard) or newer
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.

AN 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.

( NotNow } ( Convert Recording )

fﬂ Recerdings You Need To Convert

m 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

can view it

time.

Recordings You Need To Convert
[ Session Title

[ Meet Now

E Meet Now

[:;' Converted Recordings
Session Title

Meet Mow 3-20-12 10.48 AM
Meet Now 3-20-12 10.58 AM
Meet Now 3-20-12 11.01 AM

Your recording needs to be converted before anyone

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

Date and Time
Mar 20, 2012 11:00 AM o
Mar 27, 2012 12:59 PM L

| Convert Recordings

Dare and Time

Mar 20, 2012 10:48 AM
Mar 20, 2012 10:58 AM
Mar 20, 2012 11:01 AM

[: 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.

™ D

Converting "Meet Now™ (1/2)

[ .
1% Complete (_Cancel )

() converted Recordings

Sesshon Titk Date and Time

Meet Now 3-20-12 10.48 AM Mar 20, 2012 10:48 AM -]

C Open Recordings Folder
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4. After the conversion process is completed, you can share the .MP4 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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Tips for Success

Prior to Webinar 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 Webinar.

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 Webinar.

Clean up your desktop before a Webinar or use the Clean Screen feature when showing your
desktop to avoid distracting your attendees.

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

Run a Practice Session with your panelists and any other organizers to familiarize yourself with the
format and flow of your online presentation.

Managing the Webinar

Arrive a few minutes early to greet the attendees as they arrive, and start the Webinar 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 Webinar.

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

Provide information on how to use equipment or services and how to get assistance if needed.
Consider having another organizer help manage and monitor questions and answers.
Encourage participation by using the Polling feature.

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

Managing Audio

If dialing in to the Webinar using a telephone, avoid using cellular and cordless phones due to
static. Use the phone handset or a headset instead of speakerphones to avoid background noise,
tunnel effect and sentence clipping.

If using a telephone, turn off your call waiting. The beep of a new call on another line can be heard
by everyone.

If using a telephone, avoid putting your phone on hold during the presentation. Your hold music will
play into the conference call and make it impossible for other attendees to continue the Webinar.
If you find you are having a sound quality issue, hang up and dial back in (telephone) or check
your mic and speaker devices (VolP). Sometimes these problems clear themselves when the bad
connection is terminated.

If presenting, join the Webinar from a location where there is little background noise.

Introduce yourself when you begin speaking and ask your panelists to also identify themselves
before speaking. Not everyone in the Webinar may know everyone else's voice.
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Mobile Devices
GoToMeeting App for iPad, iPhone & iPod Touch FAQs

General Information

What is the GoToMeeting app for iPad, iPhone & iPod Touch?

GoToMeeting now offers attendees the flexibility to attend meetings and webinars directly from an Apple®
iPad, iPhone and iPod Touch. The free GoToMeeting app enables iPad, iPhone and iPod Touch
attendees to view online meeting content shared by a GoToMeeting organizer or presenter from a Mac®
or PC. Attendees are not required to have a GoToMeeting account to join a meeting or webinar.

To leave feedback about your GoToMeeting app experience, fill out the GoToMeeting Feedback form.
After each session, you can also tap the How was your GoToMeeting? button to leave your feedback.

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

Attend online meetings or webinars free of charge.

Join sessions in seconds by tapping the Join link in your invitation email.

View the presenter's screen.

Connect to audio through your iPad, iPhone or iPod Touch's Internet connection or dial in by

phone.

e Chat with everyone in the meeting, with only organizers or with individual attendees. (Chat isn't
supported for GoToWebinar at this time.)

¢ Pinch with 2-fingers or double-tap to zoom.

Switch between portrait and landscape mode.

See who's talking and who's attending.

How much does the GoToMeeting app cost?

There is no cost for the GoToMeeting app. You can easily download the app from the App Store.

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

o Free GoToMeeting app from the App Store.
e i0S 4.2 or later.
e iPad 1 or newer, iPhone 3G or newer or iPod Touch 3rd generation or newer.

Can | join a GoToMeeting with HDFaces session from an iPad, iPhone or iPod Touch?

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.

Are there any additional fees for using the GoToMeeting app?

The app is free, and 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. There are no long-distance
charges for using audio over your iPad, iPhone or iPod Touch's built-in mic & speakers (VolP), but you'l
be responsible for any data charges that may be incurred.
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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
tapping the Join link in your GoToMeeting or GoToWebinar invitation email, which will automatically
launch you into session.

Where can | download the GoToMeeting app?

You can download the free GoToMeeting app from the App Store.

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

You can only join sessions as an attendee and cannot show your screen from your iPad, iPhone or iPod
Touch at this time.

Can | join awebinar as a panelist?

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

How does attending a meeting or webinar on an iPad, iPhone or iPod Touch compare with the
experience on a PC or Mac?

Just as on a PC or Mac, you can view the presenter's screen, see who's attending and who's talking.
However, some features are not yet available on the iPad, iPhone and iPod Touch, including drawing
tools, presenter controls, keyboard and mouse controls and starting or scheduling sessions.

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

You can view the presenter's screen in both portrait and landscape mode. You can also double-tap
anywhere on the GoToMeeting Viewer to change the display to Fill Screen mode. Double-tap a second
time to zoom in to 100% mode. Double-tap a third time to return to the default view — Entire Screen mode.
You can also pinch or expand with 2 fingers, and pan to different parts of the presenter's screen by
dragging 1 finger across the GoToMeeting Viewer.

Can I chat with other meeting participants?

Yes, you can tap Chat in the toolbar to instantly send and receive messages to everyone in the meeting,
to only the organizer(s) or to individual attendees. You can toggle between meeting participant names in
the Attendee List to read and send messages. Chat is currently not supported on GoToWebinar at this
time.
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Can | ask questions, raise my hand or answer polls during a webinar?

No. At this time, asking questions (Q & A), raising your hand and answering polls are not supported
GoToWebinar features on the GoToMeeting app. If a GoToWebinar organizer sends a chat or question to
everyone in the webinar, iOS attendees will not be able to reply or send a response.

What version of GoToMeeting is required to host an iPad, iPhone or iPod Touch attendee?

An iPad, iPhone and iPod Touch attendee can only attend meetings or webinars that are hosted on
GoToMeeting 4.8 or later. On a PC, the organizer can check their version and build number while in
session by clicking the Help menu and selecting About GoToMeeting or About GoToWebinar. The

organizer on a PC can also right-click the daisy icon % in the system tray and select About. On a Mac,
the organizer can click GoToMeeting in the toolbar and select About GoToMeeting.

Can | attend meetings that are password protected?

Yes, you can join password-protected meetings as long as you have the password, which is included in
your GoToMeeting invitation email. All meetings are fully secured with end-to-end 128-bit AES encryption.

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
(WiFi 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 button & atthe 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.

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

Yes, if the attendee is connected to VolIP, 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 | 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 anetwork 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.

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.

Join the Audio Conference

Cancel
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What audio options does the GoToMeeting app support?

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

e iPad, iPhone or iPod Touch's built-in mic along with external headphones connected via the 3.5-
mm stereo headphone jack.
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
Why do | have to enable cookies to join a session? 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 1 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

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

Yes. If you're running Android 2.2 or higher, you can install the GoToMeeting app from the Google Play
Store to join meetings and webinars as an attendee. We recommend using devices with a 1Ghz
processor or higher for optimal performance.

How can | download the GoToMeeting app?

You can download the GoToMeetng 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 or higher — the minimum system requirement needed
to install the GoToMeeting app.

You can also download the GoToMeeting app from the Amazon Appstore (only available in the U.S.),
which lets you instantly download the GoToMeeting app to an Android device.

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.

.‘, GO !\;|L‘ play fancy fake address @gmail.com

Ol ARE GoToMeeting Free
DOWNLOADNG GoTollesting

Choose device on which to
instal -

Cancal

If | have a Motorola Android-based device that doesn’t have the Google Play app, can I still
download the GoToMeeting app?

Yes. Attendees using Motorola Android-based devices in China can now download the GoToMeeting app
from SHOP4APPS™ — Motorola’s preinstalled Android application storefront. The GoToMeeting app is
not yet localized in Chinese, but it is available in English, German, French, Spanish and Italian.
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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 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 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 recommended.
Can | host meetings or webinars from the GoToMeeting app?

Unfortunately, the GoToMeeting app for Android is only designed to support attendees who want to join
meetings and webinars. Attendees who join sessions from their Android device cannot be given
Presenter Controls at this time. Attendees do not have to have a GoToMeeting account to use the
GoToMeeting app.

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. 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 | join or host a GoToTraining or GoToMeeting Global session from the GoToMeeting app?
No. The GoToMeeting app is only designed for attendees to join meetings and webinars at this time.
Do I need a GoToMeeting or GoToWebinar account to join a session from my Android device?

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

What are some of the unsupported GoToWebinar staff features?

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

What are some of the unsupported GoToWebinar attendee features?

Submitting responses to Polls (attendees can only see Polls)
Participating in Q & A

Sending and receiving chats

Raising hands

Screen Sharing or presenting

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

GoToMeeting daisy icon &#.

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 — but it's not guaranteed.

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 v4.8 or higher or GoToWebinar v2.8 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 PC or Mac.
Attendees cannot join GoToTraining or GoToMeeting Global 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.

Why do | have to enable cookies to join? How do | enable cookies on my browser?

If your browser is set to disable cookies, you must first enable cookies before you can join a session. To
enable cookies, go to your browser's settings, and select Accept Cookies. Then select the Join link in
your GoToMeeting or GoToWebinar invitation email to join.
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| prefer to dial in to audio by phone. Where can | find the Audio PIN?

The Audio PIN is not created until the organizer starts the session. You can access the Audio PIN once
the organizer arrives and you enter the session by selecting Settings from the View tab and then
selecting Meeting Information.

Why am | disconnected from GoToMeeting when | 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 a webinar 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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FAQs

Audio FAQs

I can't hear other callers

e Click the audio icon % in the Attendee List of your Control Panel to un-mute an attendee.
e Telephone users: Hang up and dial back in.
e VoIP users:
a. Test your Speakers setup. Click Audio Setup in the Audio pane to select the correct device.
Mac users: Click the speaker icon in the Audio pane to select the correct device.
b. Check the volume setting in Audio Setup. Under Speakers Setup, click Play Sound and
move the slider bar to the desired volume.

Other callers can't hear me

e Start Broadcast: You must click Start Broadcast at the top of the Control Panel or *1 on your
telephone keypad to start the conference.

e You can change your audio selection from the Audio pane if you scheduled your Webinar to offer
both VolP and telephone.

e Telephone users: Hang up and dial back in.

e VoIP users:

a. Is the correct microphone device selected? Click Audio Setup in the Audio pane to select
the correct device. Mac users: Click the microphone icon in the Audio pane to select the
correct device.

b. If using a microphone: Does your microphone have a physical mute/un-mute button on it?
Check that 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 one-way sound. For optimum performance
when using VolP, we recommend a broadband Internet connection.

h. File sharing: Uploading a file while using GoToWebinar can sometimes affect VolP sound
quality. It is recommended that you close all file sharing applications before you start your
Webinar.

i. Streaming music or video while using GoToWebinar can sometimes affect VolP sound
quality. It is recommended that you close all streaming music or video before you start your
Webinar.

| hear static, beeping or a clicking sound

e Electronic devices, such as Blackberries, can affect microphone and speaker devices. Move any
electronic handheld devices away from your microphone and speakers.

I'm experiencing echo, feedback or background noise

e A USB headset is recommended. See VolP Audio Device Recommendations.

e Echo from an attendee: If you suspect echo from an attendee, check who is talking at the bottom
of the Audio pane and mute that attendee or ask the attendee to lower his or her speaker volume.
You can also click Mute All in the Audio pane.
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e If you join your Webinar via telephone make sure the audio setting on your Control Panel is not set
to Use Mic & Speakers.

e 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).

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

e A Webinar is best presented from a quiet location.

e 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.
Words are getting cut off or are being dropped

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

¢ Close all applications you are not using for your presentation.

e VoIP users: A dial-up Internet connection can cause poor performance. For optimum performance
when using VoIP, we recommend a broadband Internet connection.

e VoIP users: If the problem persists, switch to Telephone mode. Select Use Telephone in the Audio
pane and dial in to the Webinar.

I need to adjust my VolP audio volume

e Click Audio Setup in the Audio pane. Under Speakers Setup, move the slider bar to the desired
volume.

If the presenter is using telephone/VolP can the attendees hear him on the other service?

Yes. The only difference is that in order to take over the presenter role via telephone, the user will be
asked to dial into a different number so he can become part of the presentation team and exit the
audience line.

I'm getting an error message

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

No Speakers Detected

An error message will appear if speakers (or headset) are | |=| audio
not present or are not connected properly, or if there is no .
sound card installed in your computer. You will not hear Audio Mode: () Use Telephone
audio at this time and will not be heard in the conference. (%) Use Mic & Speakers

& & | MO SPEAKERS

e Check that your speakers (or headset) are properly
connected and click Try Again in the Audio pane Audio Setup
of the Control Panel. See Audio Mode: Using VolIP.

Audio not Connected Try Again
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¢ If you have the option to join the Webinar 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.

No Sound Detected

After the first minute of a session, GoToWebinar looks for microphone input from attendees who are
using a microphone, have speaking rights and are un-muted.

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

e You have not spoken or made any sound during the first minute of joining the Webinar, or

e The microphone device was incorrectly selected. You can click the Audio Setup link if you are
trying to speak but can't be heard. See Audio Mode: Using VolP.

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

Talking: Gregg Tyler, Phone Caller

No Microphone Detected

An error message will appear if a microphone (or headset) is not :
present or is not connected properly. You will still be able to hear =} Audio
the Webinar but will not be able to speak. Audio Mode: () Use Telephone

) ) (®) Use Mic & Speakers
e Check that your microphone (or headset) is properly

plugged in. & [ NO MIC DETECTED ) BED

¢ If you have the option to join the Webinar via telephone,
you can switch to Telephone mode. Then dial in to the
conference using the number and Audio PIN provided in Ealking: Mychee! Hamssy, Wiks Suring
the Audio pane of your Control Panel.

Audio Setup

Microphone Disconnected

An error message will appear if your microphone fails or is

unplugged after joining a Webinar. When this happens, you will no

longer hear audio nor be heard by others. Audio Mode: () Use Telephone
{®) Use Mic & Speakers

= Audic

e 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 Audio Mode: Using VolP. & *

i ioi i i Audio Setup
¢ If you have the option to join the Webinar via telephone, you i

can switch to Telephone mode. Then dial in to the conference Audio not Connected | Try Again
using the number and audio PIN provided in the Audio pane
of your Control Panel.
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Virtual Operating System (VMware, Parallels, etc.)

An error message will appear if you are attempting to join a Webinar using VolP through a virtualized

operating system, such as VMware, Parallels, etc. In this i
instance, to connect to audio, please choose one of the
following: P Audio Mode: () Use Telephone

{(®) Use Mic & Speakers

Rejoin the Webinar through a non-virtual operating
system. & =i

If you have the option to join the Webinar via telephone, Audio Setup

you can switch to Telephone mode. Then dial in to the Audia ot Connected  |_Try Again_]
conference using the number and audio PIN provided in ——=
the Audio pane of your Control Panel

What are audio tips and best practices?

As with any Webinar, it is important to test your sound quality and audio settings before your live
event. In addition to testing your audio settings, it is recommended to start your Webinar in
Practice mode with other organizers or panelists to provide feedback on your voice quality.

If you plan to record your Webinar, be sure to test the Recording feature while in Practice mode.

It is a best practice to 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 network
performance.

It is a best practice to keep attendees muted during your presentation and un-mute individual
attendees as necessary.

Attendees who join the audio portion of your Webinar are joined muted by default. Up to 25
attendees can be un-muted at any one time (this is a combination of VolP and phone attendees).
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Integrated Toll-Free FAQ

What it Integrated Toll-Free Audio Service?

Integrated Toll-Free Audio is an additional service that'll allow you to offer your GoToMeeting and
GoToWebinar attendees a toll-free option. With integrated toll-free you have the flexibility to schedule
your sessions with any combination of long distance, 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 three participants call in 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 meeting or Webinar with
VolP audio.

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 meetings/Webinars that I've already scheduled?

For any Webinar, meeting or recurring meeting that was scheduled prior to an account's toll-free
integration, the regular toll based conference numbers will automatically be changed if toll-free numbers
are added to an already existing meeting or Webinar. It is recommended that you resend the meeting
invitation or Webinar confirmation emails to participants so they have access to the new toll-free audio
information. Meeting IDs and URLs will stay the same, however, and the new toll-free number will be
provided to attendees in the waiting room, as well as on the Control Panel.

Will | use the same toll-free number for each meeting or Webinar?

No, as with existing meetings and Webinars, each session will have a unique toll-free number and access
code.

How do | schedule a meeting with Integrated Toll-Free?

To add a toll-free number to your meeting invitation, select the Edit Countries link in the Schedule a
Meeting window. Next, scroll to the bottom of the list of countries and select the option for U.S. and
Canada (toll-free).

Do you offer toll-free numbers for countries outside of the United States and Canada?

¢ Individual GoToWebinar organizers have the option to add Integrated Toll-Free service for the
United States and Canada.

e GoToMeeting Corporate accounts have the option to add Integrated Toll-Free service for the
following countries:

International Toll-Free Conference Numbers

(GoToMeeting Corporate)

Argentina Hong Kong New Zealand Taiwan
Australia Iceland Panama Thailand
Austria India Peru Ukraine
Belarus Indonesia Philippines United Kingdom
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(GoToMeeting Corporate)
Belgium Ireland Poland United States
Brazil Israel Portugal Uruguay
Canada Italy Russia Vietham
China Japan Singapore
Czech Republic Luxembourg South Africa
Denmark Malaysia Spain
Finland Mexico Sweden

Can | purchase Integrated Toll-Free service outside the United States?

¢ Individual GoToWebinar organizers based within the United States can purchase Integrated Toll-
Free service.

e GoToMeeting Corporate accounts can purchase Integrated Toll-Free service only if their billing
address is based in the United States, Australia, Canada or United Kingdom.

Is there anything different about recording a meeting/Webinar with Integrated Toll-Free?

Whether you or your attendees join with VolP, toll or toll-free audio, you can easily and seamlessly record
all participants. From the Recording section of the Preferences window, simply select Use GoToMeeting
Audio Service. For more information about the Recording feature, please see Recording a Webinar.

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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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.

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, GoToWebinar and/or
GoToTraining 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:

e In session: Click GoToMeeting in the menu bar and select About GoToMeeting. The version
number will be listed in the window that pops up.

e Not in session: Hover your mouse pointer over the GoToMeeting (Jf'i) 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 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 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, GoToWebinar or GoToTraining 4.8 or higher and makes you the presenter, you
will not be able to share your screen. See If | purchase OS X Lion, will GoToMeeting, GoToWebinar or
GoToTraining work for me? above for more information.

Java is not installed in OS X Lion. Do | need it?

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 one-time download of 150 MB). See the following instructions to
download Java:
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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 the Meeting Plug-In icon () next to the message.
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2. When the following pup-up message appears, click Install.

) To open the applet from

(®

“www l.gotomeeting.com,” you need a
Java runtime. Would you like to install one
and enable the applet plug-in?

e
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3. When the following License Agreement appears, click Agree.
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SOFTWARE LICENSE AGREEMENT FOR MAL OG5 X

DETAN & BEEFUND

materiad. yow should cantadt vosr iegel sdvines,

Smgle Uim, Tamsty Padk and Leopard Upgtade Liemves far uve s Apphe-brasded Spatemt

FLEASE READ THES SI0F TWARE LICENSE ACREEMENT ("LICENSE™) CAREFULLY BEFORE USING THE AFPLE
SOFTWARE. BY USING THE APFLE SOFTWARE, YOU ARE ACRTEING TO BE BOUND BY THE TERMS OF THIS
LACENSE, LINLESS WOU RUTLURN THE AMPLE SOFTWARE 0 ACCORDANCE WITH APFLES RETURN FOLICY. IF ViU
ARL ACCESENG THE APPLL SOFTWARD [LICTROMICALLY, SICWIFY YOUR AGRTIMENT TO L BOUND B Thel
TERMS OF THIS LICENSE BY CLACKING THE “AGREE ™ BUTTON. IF W0 DO ROT ACREE TO THE TERMS OF THaS
LSCENSE, DND MOT WSE THE AFFLE SOSTWARE AND CLACK "DESACREE™. BF YOU DO NOT ACREE T THE TERMS
THE LACENSE, WOU MAY RETURH THE AFPLE SOFTWAKE WITHIN THE RETURN PERSDD TO THE APPLE 5TOSE
on M:mmmmu 'rDlI umntn IT TO& A REFUND, SURIICT TO AFFLCS RETURN POLICY
FOLIND AT hitp || wees [ PO AFFLL SOFTWART INCLUDID WITH VOUR
PURCHASE OF FARDWARL. wsrnz THL ENTIRE HARDWARL ISOFTWARE PACKACE 1% ORDER TO

AP TANT ROTL This ul'hn'iﬂ'l b4 uied 1o reproduis, modity, publish and diibribote materaals. W 4
Hewnsed 10 yau aaly lor veproden lon. madifcstion, peblratas snd dostrdation of non-oogs righied ey,
mated by In wii i S (e Ol right, Bd MU ety vou are aUTRGRiDRd B0 PR ATeS B0 DeprdlE,
modify, publid® or diftribute. If you g BROETERA BSSul your rght 1S gy, . publiib &« dianribute iay

L Goseral. Tre Apple software Ginckeding Boot ROM codt), any third Barry soRware. Jorumentanon, interlaoes,
coreen, forts and any Gilk stcompanying Bh Lterds whather preemzilied on Apple-branded Aadware, oa dak,
redd By merktry, o B olfe Fedll o % ey other Torm iocllegEvely The “Aapls Saltwase™ aie Boreasd, nol soid
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4. When the following Download Progress bar appears, Java will begin automatically downloading and
installing the necessary packages (150 MB).

Software Update
Finding software
L

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.

i Software Updaie

5 The updates were installed successfully.

What are the known issues with using GoToMeeting, GoToWebinar and/or GoToTraining on OS X
Lion?

If you do not have GoToMeeting, GoToWebinar and/or GoToTraining 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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Pre-Webinar FAQs

What time zone should | use when scheduling a Webinar?

When scheduling a Webinar, we recommend you use the time zone where the organizer is located. The
time zone can be set as a preference on the My Account page. On the Registration page, registrants will
see a Show time in my time zone link to help them convert times to their own locales.

To further clarify the time zones for your registrants/attendees, you can outline each time zone-based
start time in the Description section when scheduling your Webinar. This information will appear in both
the invitation email and the Webinar confirmation email. The Webinar confirmation email also provides a
link to add the Webinar to an Outlook calendar, which will automatically adjust it to the attendee's time
zone.

Can my co-organizer start the session if | am not available at the time of the scheduled Webinar?

On GoToMeeting Corporate plans, any organizer whom you have pre-specified before the start of your
Webinar can start the session. On GoToWebinar plans, you must start the Webinar; however, you can
promote someone else to organizer, leave the session, and allow the other organizer to manage the rest
of the event for you.

How do | invite people to register?

There are several ways to invite people to register for your Webinar. Once you have finished scheduling a
Webinar, an invitation email is sent to you.

¢ You can forward the invitation email to all prospective attendees, just like forwarding any other
email.

Note: If the invitation is being sent to people outside of your organization, we recommend that you blind copy everyone on your
invitation list out of respect for their privacy.

e You can place the invitation onto a Web site or company intranet:
0 Save the invitation email as an HTML file.
0 Incorporate the HTML code into the code of your Web site or company intranet.
e A Registration Web link is provided for each scheduled Webinar. On the My Webinars page, click
the expansion button next to a Webinar date. The Registration Web link can be included in an
email or online newsletter or incorporated into the HTML code of a Web site or company intranet.

How do | make registration available on my Web site?

e You can save the invitation email as an HTML file, then incorporate the HTML code into the code
of a Web site or company intranet.

e A Registration Web link is provided for each scheduled Webinar. On the My Webinars page, click
the expansion button next to a Webinar date. The Registration Web link can be included in the
HTML code of your Web site or company intranet.

Can | create a calendar with all of my scheduled Webinars from which people can register?
Follow these simple steps to create a calendar and centralize your GoToWebinar registration:

1. Create and code your calendar/registration web page and include the Webinar titles, dates and
times.

2. Schedule all of the Webinars you wish to include on your calendar. (Tip: Use the Schedule Similar
Webinar function.)

3. Copy the registration links for your scheduled Webinars and paste them into the HTML code of
your calendar/registration web page.

For additional instructions, see the GoToWebinar Hosting Webinar Registration QuickRef Guide.
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My attendees already register through my web site. Is there a way | can dump that information into
your Webinar registration?

You can manually register your attendees by clicking the Webinar session registration link:

1. Log into your account.

2. Click the expansion button next to the Webinar date for which you want to manually register
attendees.

3. Click Registration Web Link.

How can | bill the Webinar to my attendees?

If you would like to require participants to pay to attend your Webinar, you can customize your
Registration Form so that:

e Registrants are redirected to a Web page of your choice where they can enter payment
information.

e Registrants receive the Webinar confirmation email only after they have been approved by you
(allowing you to suspend confirmation until payment has been received).

When customizing the Registration Form:

1. Inthe After Registering section, select Upon Approval. Once you receive payment from a
registrant, you can approve that person to receive the Webinar confirmation email. See
Registration Tracking.

2. Inthe Redirect registrants to field, type a URL to redirect your registrants to a Web page where
they can provide you with payment information.

How can | view scheduled Webinars?

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

You can also log in to www.gotowebinar.com and view your scheduled meetings.
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In-Session FAQs

Can | host a Webinar and join via VolP using my XenApp server?

GoToWebinar Total Audio Service is not supported on the XenApp server with a server install. If you want
to join a Webinar using Mic & Speakers, join via your local computer.

Is there a way for me to see what my attendees see during a Webinar?

When presenting, the Audience View pane gives presenters a view of what the audience is seeing. In
your Control Panel, select View, then Audience View. (This feature is not yet available for Mac users.)

How do | allow attendees to show their screens during a Webinar?

If you would like an attendee to present during a Webinar, go to the Attendee List, right-click the
attendee's name and select Make Presenter. Note that once you promote an attendee to presenter, he or
she is a panelist for the remainder of the Webinar.

| don't want to have to forward my questions to the panelist. Is there a way for panelists to see
guestions and answers?

All organizers can view the Question and Answer pane. Therefore, you can promote a panelist to
organizer and he or she will be able to view and manage Question and Answer. Note that once you
promote a panelist to organizer, he or she is an organizer for the remainder of the Webinar.

How do all organizers see the poll questions? | want my co-organizer to launch the poll but | want
to read it.

When a poll is launched, it will appear in the Control Panel of the person presenting and in the Viewer
window of all attendees (including other organizers and panelists). Therefore, if you are presenting,
another organizer can launch the poll and you will be able to view and respond to the poll in your Control
Panel.

Recording FAQs

How can | record the audio from the conference call?

See Recording a Webinar.

Can | edit arecording?

When selecting your recording preferences, choose the Windows Media Player format. In this format you
can edit your Webinar recording using most video editing software.

Why does the playback only display a blank screen?

To avoid a recorded Webinar 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
playback will only show a blank screen with the audio.

How do | replace an archived Webinar recording?

Log in to your account and select Webinar History. Find the title of the Webinar for which you want to
replace an archived recording. At Recorded Webinar, click Manage. On the Manage Webinar page, click
Replace Recording and follow the prompts.
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Is there a limit on how long archived Webinars are available for viewing?

Archived Webinars are only available for 1 year. After 12 months, any published links to the archived
Webinar will break and the recording will no longer be available.

Can | share a recording without downloading it to my computer and sending it out?

Yes, go to www.goview.com for more information about our online recording and sharing beta.

Can | view the questions/chat after the Webinar is over?

Yes, but please allow for up to 30 minutes after the Webinar is shut down until the report is fully
populated.

Why can't my attendees view my recorded meeting in Safari or Flip4Mac?

If you experience problems playing recordings from Flip4AMac and/or Safari, we recommend pasting the
video URL directly into QuickTime player. This can be done with the Open URL menu item in the File
menu in QuickTime player.
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Trouble Joining a Webinar

Common Issues When Joining Webinars on PCs

The following are some common issues that you may encounter when trying to connect to GoToWebinar
on a PC. We've recommended a few easy ways you can resolve these issues.

Trouble joining a webinar?

If you're running into problems when trying to join a webinar, we highly recommend that you install the
latest version of Java. To install the latest version of Java, visit Free Java Download. Many common
issues can be easily resolved by updating or installing the latest version of Java.

Does your browser crash or freeze?

If you're trying to join a webinar and either your browser crashes or you see the error message below, we
recommend that you uninstall your old version of Java and reinstall a newer version of Java. Uninstalling
an older version of Java is optional but highly recommended for security reasons. Read Why should |
remove older versions of Java form my system? for more information.

Lo This tab has been recovered ]

A probles vl e weboege fhuded Intere! Explorer 5 dose el radahe the 1ab

/7 Website restore efror - Windaws Inteenet Explorer provided by Yahoa!

B res:/fefracne ol _ermoc himairiconing. com hitpdlfidewnie 88| #1 3
Fle Edt Vew Feoories Toos Help

B eote restore ey o

Q. We were unable to refurn you to citrixonline.com

B To uninstall or install Java on your PC

1. To uninstall Java on your PC, visit How do | uninstall Java on my Windows computer?. Follow the
directions.

2. Once you've uninstalled your old version of Java, you'll need to reinstall an updated version of Java.
To install the latest version of Java, visit Free Java Download.
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Can your installer not locate a suitable folder?

M [nstall Error - GoToMeeting

e The instaler could not locate & sutasble Folder to install into,

Lo |

If you're trying to join a webinar from a PC and see "The installer could not locate a suitable folder to
install into" error, try any of the following workarounds:

On Windows XP:

e Install Java: On Windows XP, you can visit Free Java Download to install the latest version of
Java. After you've installed the most recent version of Java, you can seamlessly join sessions!

o Use a Different Browser: If you're using Internet Explorer, try joining the webinar using a different
browser, such as Mozilla Firefox or Google Chrome.

Windows Vista & Windows 7

In rare cases, GoTowebinar may not install correctly if the Windows Secondary Logon Service is
disabled. Follow the steps below to turn it on:

1. Click the Windows Start button on your desktop.

[
' 5ee more results

SEMICES. MSC * |

2. Type "services.msc" into the search field. Select the "services.msc" option from the search
results.

Programs (1)

Lo services.msc

3. Scroll down and find "Secondary Logon." Right-click"Secondary Logon," and select Properties.

4. On the Secondary Logon Properties dialog, select Automatic from the "Startup type" drop-down
menu. Click Apply, and then click OK.
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6. Restart your PC. You can now install GoTowebinar!
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Do you see a "Connection Failed" error?

If GoTowebinar launches, but you see a "Connection Failed" error, you may either have security software
on your PC that's blocking you from downloading GoTowebinar or have poor Internet connection. You
may see one of the following error:

iz Connection Failed - GoToMeeting I x|

The conniection Failed. Please check your internet
connection and try again,

e Security Firewall: If you have security software on your PC that's preventing you from launching
GoTowebinar, visit Using GoToMeeting with a Firewall for help on how to configure your firewall to
allow GoTowebinar to launch.

e Internet Connection: Check to see if your Internet connection is down. See the GoToWebinar
System Requirements for information on what type of Internet connection is required to host or join
webinars. Satellite, dial-up and other non-broadband Internet connections do not meet our system
requirements.

e Firewall: If you're using GoTowebinar in a corporate or network security environment, try running
the GoToMeeting Connection Wizard to test and find the ideal connection settings you can use
within your protected network.

o Network Security Restriction: If you're prompted to authenticate for Internet access, your
network administrator may have placed restrictions. Enter your Windows or network login if
prompted.

1 Authentication Required -GoTy

Authenbicabon reoured for mbemet access.

User Name: |

Pauword |

™ Save this password in my password list

| oK I Cancel
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Common Issues When Joining Webinar on Macs

The following are some common issues that you may encounter when trying to connect to GoToWebinar
on a Mac. We've recommended a few easy ways you can resolve these issues.

Are you having problems using GoToWebinar on Mac OS X 10.5 (Leopard)?

GoToWebinar isn't supported on Safari if you're running Java update 10 on Mac OS X 10.5 (Leopard).
If you're running Java update 10 and Mac OS X 10.5 (Leopard), we recommend using the latest
version of Mozilla Firefox or Google Chrome to launch GoToWebinar. You won't be able to launch
GoToWebinar using Safari on OS X Leopard.

o tafari Pl DS WView Haloy  Bockmadha Wisdow  Fhip sl L DD F e i W Q
1 .

i e Lo R viietans e s st

Joining Webinar...

@ Sl Rl v D e

[ —
- é Putri bt perrha ety arriad by T, i

(o Erentritn ) ﬁ ¢ Barn Trem [ Tramt |

P To install the latest version of Mozilla Firefox

1. Visit www.mozilla.com.

2. Click Firefox Free Download to get the latest version of Firefox.

3. Once you've successfully installed Firefox, you may find it helpful to copy and paste the Join URL
into Firefox's address bar.

B To install the latest version of Google Chrome

1. Visit www.google.com/chrome.

2. Click Download Google Chrome.

3. Once you've successfully installed Chrome, try joining the webinar. You may find it helpful to copy
and paste the Join URL into Chrome's address bar.

Does your web page display "Joining the webinar: Click Trust, Allow or Open if prompted” but
nothing happens?

Most likely Java did not successfully load in your browser. Try to manually download GoToWebinar or
troubleshoot your Java issues.
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Questions?
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How do | find out if Java is working correctly?

1. Visit How do | test whether Java is working on my computer? to see if Java is working on your Mac.

2. If Java is working correctly, you'll see the message "Your Java is working™:

How do | test whether Java s working on my Sl Yerneon

eompuber?
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Viemder

Virsion Java & Update D0
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3. If you don't see "Your Java is working" or if you see an error, check to see if a Java update is
available from Apple by clicking the Apple icon ‘ in the top-left corner of your menu bar.

4. On your Mac, click the Apple icon ‘ in the top-left corner of your menu bar, and select About This
Mac.

Il Finder  File  Edit  View |

Software Update...

App Store...

System Preferences...

Dock *
Recent ltems >
Force Cuit... TRY
Sleep s
Restart..,

Shut Down..

Log Out 4¥0
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5. See which version of Mac OS X you're running.

Software Update... |

Processor 1.83 GHz intel Core 2 Duo
Memary 1 GB 667 MHz DDR2 SDRAM
Startup Disk Macintosh HD
( Moremfo.. )

T™ and © 1983-2011 Apple Inc
All Rigikts Regenned

Visit Apple's website to download the most recent version of Java:

Java for Mac OS X 10.5 (Leopard)

Java for Mac OS X 10.6 (Snow Leopard)

Java for Mac OS X 10.7 (Lion)

Why do | see "Unfortunately, an error has occurred while trying to download GoToWebinar"?

ﬁ Unable to Join the Webinar

Urifesrtunataly. an erred haa sccurred whils (ryisg lo Sownkaad
GoToWebinar,

Tres CaN FASDEN BBCAULD O COMmEUNTY U Wed Drosr et e naod
myppored Plaaze view B GoToVehinas £y Eim i manis

= Pease contact Giobal Cuslomed Sunpor

If you try to join a webinar and see "an error has occurred while trying to download GoToWebinar", you

must allow the "download.citrixonline.com" applet to access your computer.

MW O

=, An applet from “download.citrixonline.com” is requesting
J 1 access o your computer.

-

|i~—@ The digital signature from “Citrin Online” has been verified.

. ABow 2l applets from “downlosd citrixonline com” with this signature

@ " Show Details... | [ Ijenv- 1 [ Allow _:
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P To allow GoToWebinar to download
1. Quit and re-open your web browser.
2. Click the Join URL in the GoToWebinar invitation email.

3. Once your browser displays a security certificate that prompts you to select Allow or Deny, choose
Allow.

Note: If you accidentally select Deny or Don't Trust, then you must quit and re-open your web browser and click the Join
URL to initiate the security certificate prompt again.

4. GoToWebinar should now download and launch successfully!

Test Your GoToWebhinar Connection

You can easily test your connection with GoToWebinar before your organizer begins the webinar to
ensure that you can join successfully. This allows you to make sure your computer has everything
required to join a session. Simply join a live session to get started. This will connect you to our test
GoToMeeting session, which will test your ability to join GoToWebinar sessions as well.

Related Topics

Common Issues When Joining Webinars on PCs

Common Issues When Joining Webinars on Macs

B To test your ability to join GoToWebinar sessions, click the link below to join a test session

Join alive session!

o If you're launched into session and the GoToMeeting Control Panel and Viewer appear on your
desktop, you've successfully joined the meeting! This means you should also be able to join
GoToWebinar sessions on this computer. A live support representative will also be available to
answer your questions Monday through Friday between 12:00 AM and 4:00 PM PST.

B GoTolestng Ve -8 II
Vi = | | Lamem, 3w = tetee o P MoRPukh ool PL 4 $000es

Fie View malp -Ban

- e
1 Teleoh
Your test was successful @l ¢ S & Boci
o MTED o
You will be able to access the following 4 [
services from this computer: == Thank you for Einng oor Rey seppert

WL ¥ ey BOE R T
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e If you're unable to join the meeting, you may not have all the necessary software. Try checking
Common Issues When Joining Webinars on PCs, Common Issues When Joining Webinars on
Macs or the GoToWebinar System Requirements for more information.

Contact Support

If you are experiencing problems with GoToWebinar or have questions, please contact Global Customer
Support (http://support.citrixonline.com).
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