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1. HOW TO SCHEDULE A NEW MEETING

1. Go to the web page gotomeeting.com.

File Edit View History Bookmarks Tools Help =) 23
/‘,Hozil\aﬁrefuxitartpage % -\+
gotomeeting.com 3 j Q Search B9 44O =

@ would you like to improve your search experience with suggestions? Learn more... No “

Sean(

a8 [} Visit hitp/gotomeeting.com/

2
(@ Easy Online Meetings With HD Video Conferencing | GoToMeeting

Switch to tab
4

2. You see the below screen
3. Click on Sing in and use your logins

Fle £t Yiew Hepery Bockmards Jook el

W & tony Ontne Mestings wen x |

PRY

Fet et ng com

@ GoloMeeting

Millions of businesses Q
rely on GoToMeeting.

__ Why GoToMeeting? __ Plans and Pricing
\ < ¢ \
v)
J
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4. Please use your assigned PCF GoToMeeting
credentials, please contact PCF IT team at
it@pcfsouvenirs.com if you have any CiTII]K’

guestions. @ GOTOM eetl ng

info@postcardfactory com

Sign in

» Remember me Forgot your password? Support

Use my company 1D

5. Click on “Schedule a meeting” or “Meet now”
If you want to meet immediately, click on “Meet now” and skip to the 8th step

"@ My meetings | GaToMesting % \+

€ ) @ Citrx Online LLC (US)_ htpsi//global.gotomesting.com ¢ || Q search w e + A & =

% GOTOI"‘._.“'\EE'T'H‘@ MY MEETINGS  SETTINGS Fadi Hasani «

Schedule a meeting Meet now Enter a 9-digit Meeting ID

MY MEETINGS MEETING HISTORY

You don't have any upcoming meetings.

Show meetings from the past 30 days
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6. After clicking on “Schedule a meeting” you see a window with the meeting details.

Schedule a meeting

New Meeting

Occurs once

Jan 5, 2016 E 100 PM ~ 30 min
Meeting Time Zone: (GMT-05:00) Eastern Time (US and Canada)

Audio Password

@ Use built-in audio

VolIP - Requires microphone and speakers
v Long distance number for: United States Edit
O Use my own conference call service

Prefer your calendar? Install the Qutlook or Google calendar plugin.

Cancel Save

You can change the details as on the picture:
Name: simply retype the name

Meeting ID: 614-510-165 Share Si
MNew Meeting

Occurrence: - click on the right arrow

You can choose “Multiple times” -> then no date or hour in required (you will set it up in your outlook

invitation — chapter 2)

If you choose “Once” -> then you should provide date and time

Occurs once

Occurs multiple times
Occurs once




Date:

By clicking on the calendar you can choose the meeting date
By clicking on an hour you can change the meeting hour

Schedule a meeting

New Meeting

Cloours once

Jans,2016 [

5U

10
17
24
31

VORIl P LR LA . T EILAR

JANUARY 2016

MO TU WE TH

5 6 7
11 12 13 14
18 19 20 21
25 26 27 28

Audio options:
Always check the radio button for “Use built-in audio” — this option works for PC/Tablets/Phones

Audio

(®) Use built-in audio

VolP - Requires microphone and speakers

1:00 PMl ~ 30 min
Time Jﬂh'lll'.lﬂlunc:l' 15 min
7 = 30 min
FR SA 45 min
60 min
8 O 90 min (1.5 hr}
15 16 10and e 120 min (2 hr)
2 B ypitedsta o0 Mn23hn)
29 30 _ . 180 min (3 hr)
Iservice 5 40 min (4 hi)
wi wuswun OF GOOgle cale 300 min (5 hr)
360 min (6 hr)
420 min (7 hr)
Cancel! 150 min (8 hr)

Password
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v Long distance number for: United States Edit

O Use my own conference call service
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Password:

You can secure your call with a password if you need. Just click on “Password” tab and then click on
“Require a meeting password”.

You will be encouraged to enter the meeting password once you start the meeting — see step 12.

Audio Password

v/ Require a meeting password

7. Click on “Save”

Schedule a meeting

New Meetmg
Occurs once ~
Jan s, 2016 =5 3:00 BM ~ 30 min v

Meeting Time Zone: (GMT-05:00) Eastern Time (US and Canada)

Audio Password

v/ Reguire a meeting password

You must send the password to your participants or they
won't be able to enter the meeting. For security reasons,
GoToMeeting doesn't send the password for you.

Prefer your calendar? Install the Outlook or Google calendar plugin.

8. Now you can see your meeting under “MY MEETINGS”
To invite people to the meeting click on this icon i

L

To edit the meeting click on this icon 4

S

To delete the meeting click on this icon u
To start the meeting click on this icon a2

MY MEETINGS MEETING HISTORY

Edit the mesting

New Meeting

Meet anytime Organizers: Fadi Hasani Start @] |1 Ely

Delete the meeting
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2. HOW TO INVITE PEOPLE TO THE MEETING

Once you have created a meeting you have to invite your attendees.
Gotomeeting.com does not provide direct invitations so you have to send it on your own following
below steps.

s

1. To invite people to the meeting click on this icon
2. A window with an invitation text appears

Invite people

ew Meeting

Please join my meeting from your computer, tablet or smartphone
https://global. gotomeeting.com/join/61451016

'ou can also dial in using your phone.
United States +1 (872) 240-341

Access Code: 614-510-16

s [

3. Click on “Select all” and copy and paste this text into a new meeting in your outlook
It is highly recommended to send the invitation as a meeting, not as an email. If you send it as
an email you will not have it in your calendar.

4. Send the invitation with the text above.
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3. HOW TO JOIN A MEETING

To join your meeting you need the link from the invitation.

1. Simply click on it.
2. If you used gotomeeting.com any time before, you will probably see this window.

Just check the tag box “Remember my choice...” and click on OK and continue with step 8.

This link needs to be cpened with an application.

Send to:

Citrix Online Launcher

Choose an Application

Eﬂem ember my choice for citrixonline links.

| |
|[ oK ]l —
| |

3. If you have not ever used the gotomeeting.com before after you click on the link you will see this

File Edit View History Bookmarks Tools Help = & % |
’, GoToMeeting - Citix x
€ ) @ citrix Online LLC (US) | https://download htmi? GKIRCpO-EmrHBUPHCi9026QBDb2VCILLdQjlj_ZTOEAYEaAStVIp-palX62xPunNPEDAMC Cels: ¢ || Q Search B 9 3 a0 =
GoToMeeting Click Save File in the Click 4 above, then click
dialog box in the center. GoToMeeting Launcher to begin.
Run GoToMeeting Launcher
The download should automatically begin in a few seconds, butif not, please restart the download.
Opening GoToMeeting Launcher.exe ==
Questions?
+ Contact Global Customer Suppoff | YO have chosen to open:
[ GoToMeeting Launcher.exe
which is: Binary File
from: https://download.citrixonline.com
Would you like to save this file?
citRpx:

AboutUs | Terms of Service | Privacy Policy

4. Click on “Save File”.
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Opening GoToMeeting Launcher.exe u

You have chosen to open:

[2] GoToMeeting Launcher.exe
which is: Binary File
from: https://download.citrizonline.com

Would you like to save this file?

| saveFile |

p—

Cancel ]

5. Follow the yellow instructions, after the file is downloaded go to downloads and click on the file.

TOEAYEaAStY)p-palX6zxPunNPEDAMC Celsd @ || Q Search % B

DI |Hh O =

v

Click Save File in the
dialog box in the center.

@ GoToMeeting Launcher.exe
‘ 312 KB — citrixanline.com — 12:46 P

Show All Downloads

6. The next window appears and you click on “Run”.

>
Open File - Security Warning -
| Do you want to run this file?
i" Name: ..rizkova\Downloads\GoToMeeting Launcher.exe

Publisher. Citrix Online
Type. Application
From: D:\Users\mkrizkova\Downloads\GoToMeeting L...

[ An ][ Comed ]

V] Mways ask before opening this file

‘ While filas from the Intemet can be useful, this file type can
W8  potentialy ham your computer. Only run software from publishers
S youtrust. What's the ngk?

7. The application loads.
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1F
& Citrix Online Launcher g

O Connecting to GoToMeeting...

~ "

Downloading GoToMeeting

8. If you chose to secure your meeting with a password before, now you are encouraged to put it in. If so,
remember that you have to send the password to all attendees.

— X

GoToMeeting

Version 7.7.1.4099

Meeting password

Please enter the password you sent to the attendees.

info@postcardfactory.com @ English »

() GoToMeeting ~ A X

9. Now you are connected to the meeting.

Audio ~ Screen » Webcam »
o
Phone call
Dial : +1 (872) 240-3412
Access Code @ 614-510-165
AudiocPIN @1

Already on the call? Press #1# now.
Problem dialing in?

Audience view
Attendees

Chat

Record this meeting

S Meeting ID: 614-510-165

10
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4. HOW TO USE GOTOMEETING APP

First of all check if your meeting is available also for PCs in case you need it.

In the upper window click on the dots and choose =9/t 2udio mode

() GoToMeeting = A~ X

Audio - Screen # Webcam #

R ?

3 Phone call On-hold beeps
Audio - Screen # Webcam * ]
Dial Entry/exit chimes m

i co E :
E?_ Access Code Edit audic mode

Audio PIM
Phone call Report audio issues
Dial : +1 (872) 240-3412 LT
Access Code : 614-510-165 Problem dialing iré

AudioPIN @ 1

Already on the call? Press #1# now,
Problem dialing in?

Choose “Provide both” and click on OK.

&8 Edit Audio Mode - GoToMesting (X

(@) Use built-in audio conferencing
() Provide VoIP only (requires microphone and speakers)
() Provide a conference call number only

(@) Provide both

() Provide your own conference call information

[ OK ] [ Cancel

11
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Click on OK again in the following window.

(@  Switch to VoIP?

All participants will be immediately switched to VoIP and will need a
working microphone and speakers. It is a good idea to announce
this to all participants.

Are you sure you want to do this?

You can use the chat option in case any problem appears.

W ?
Me 5:53 PM
helloo?
To: Everyone ~ To make your presentation more

effective use these tools.

A S 8 & e <

12
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SHARING YOUR SCREEN AND CONTROL

You can share your screen, your keyboard and mouse control. The options are on the tab “Screen”. You can
also change the presenter to anybody else.

Audio » m Webcam »

o
Stopped Mo one sees your screen
[[] Start sharing my:
. Screen A
& Fadi Hasani W
é} Mo one Y

Everyone

_

You can share your whole screen or you can choose which window you want your attendees to see.

GoToleeting X

Audio ¥ Screen - Webcam *

2
Stopped Mo one sees your screen

[[] Start sharing my:
Screen v
« Screen
Screen - CLEAN (hide icons, background & taskbar)
2 Reminder(s)
BFiInbox - mkrizkova@pcfsouvenirs.com - Qutlook
) BRD - Business Requirement Documents
) Canada wysis
& Can't Dial in to the Cenference? | GoTeMeeting - Mozilla Fir...
@ Easy Online Meetings With HD Video Cenferencing | GoTeM...
[ OF current processes.pptx - PowerPoint
[ Send To Onelote
Sticky Notes
[ Untitled page - OneNote

sas0
o e B

13
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When you share your screen, you can see what is visible to others via Audience view.

~ Audience view

MNew Meeting

Crconizas Ml Heand | Prasansar: D 1 esnd
Senke Cal e g i

HOW TO CHECK MY ATTENDEES

To check who is at your meeting use button Attendees.

1* Invite

You can also invite more people here via clicking on the icon

Fadi Hasani (rne, presenter, crgani.. » =

-

14
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LEAVING A MEETING

If you are the organizer and you need to leave but you want the meeting continuing you can transfer the
organizer role to anybody of your attendees.

® End meeting for everyone?

Are you sure you want to end the meeting for everyone?

-

:lI'd like to give feedback to GoToMeeting

@ Leave Meeting or End Meeting? - GoTeMeeting | 2

Before you can leave, you must choose another Organizer to run the
meeting in your absence, Otherwise, you must end the meeting for all.

Choose an Crganizer & Leave ] [ End Meeting for Al ] [ Cancel ]

Make Organizer:

ack to GoToMeeting

L Michaela

If you are not an organizer — simply close the app.

RECORDING A MEETING

Record this meeting

You can also record the meeting when you click on

¥ Audience view
v Attendees

¥ Chat

Record this meeting

S Meeting ID: 979-571-741

15



