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Introduction

These ECO Guidelines have been developed in response to the task given to ECO by the 24th ECC meeting (26-30 October 20009, Skopje, FYR of Macedonia) on the issue of the implementation of electronic working methods in the ECC working process. 

The Guidelines are particularly aimed at assisting ECC entities within the 2-year trial period of implementation of the following virtual participation methods:
· web-casting,
· web-conferencing, and
· virtual participation in physical meetings.

The proposed solution is based on the GoToMeeting platform (www.gotomeeting.com) which includes:
1. A GoToMeeting application suitable for web-conferencing with up to 25 virtual participants, and
2. A GoToWebinar application suitable for web-casting of seminars and workshops and virtual participation in physical meetings with up to 1000 virtual participants (subject to the bandwidth of the connection line to the Internet and other limitations).

The GoToMeeting platform was chosen by the Office during the internal evaluation phase (October – December 2009) as the preferred one out of a number of similar software platforms currently available on the market.
The Office’s preference for the GoToMeeting platform is based on the following considerations:
· GoToMeeting appears to meet the major requirements to the virtual participation methods formulated by WG RA, first of all a high level of security and reliability;
· GoToMeeting seems to be the easiest one to start using almost without training due to its simple and user-friendly interface;
· neither administrative rights nor additional software (such as ActiveX or Java) are required to install and use GoToMeeting, however a permission from the IT department may be needed for the software installation;
· technical and user support of GoToMeeting has shown it to be responsive and efficient;
· GoToMeeting has been used within ETSI for some time and has proved to be an efficient tool for online-meetings; there has also been a number of successful trials of GoToMeeting within WGSE in November and December 2009;
· GoToMeeting is free of charge for participants; expenses for using it within the ECC are quite modest and can be covered by the Office.

These “ECO Guidelines on the use of GoToMeeting platform” have been developed based on the limited experience gained by the Office during the internal evaluation phase and are therefore subject to further review based on the feedback from the ECC groups.
1. [bookmark: Webcasting]
Web-casting

The Internal ECC Report on “Implementation of Electronic Working Methods (EWM) in the ECC working process” defines web-casting in the following way:
“Web-casting is an electronic working method where a meeting is broadcast over the Internet. The remote viewers have real time access to the sound and possibly the video of the meeting, but they cannot intervene during the meeting, that is this method does not allow for any interaction.”

The GoToWebinar application (as one of the two components of the GoToMeeting platform) is an efficient tool for web-casting implementation. It appears to be equally suitable for web-casting of meetings of ECC groups and seminars/workshops (should the format of a meeting/workshop allow for virtual participants to intervene, see the guidance in section 3 of these Guidelines).

The typical situation for using the GoToWebinar is a relatively big number of participants (up to 1000, subject to the bandwidth of the connection line to the Internet and other limitations) who cannot attend a meeting in person but would like to follow it remotely.

It is necessary that registration of virtual participants takes place prior to the beginning of a meeting. This can be done by including in the invitation to a meeting (or the announcement of a seminar/workshop on the ECO website) information on the scheduled meeting’s web-casting and a separate registration link for virtual participants.

Once the list of virtual participants has been reviewed and approved by the chairman of the relevant ECC group or by the person responsible for the registration to a seminar/workshop, an invitation containing the link and, optionally, the password for connection to the web-casting can be created through the GoToWebinar user interface (by an ECO expert or by the chairman/presenter advised by an ECO expert) and sent out to the approved virtual participants by e-mail.

A new event (GoToWebinar session) will automatically be added to the Outlook calendars of the organizer who has created the invitation and of the participants who have accepted it.

Virtual participants should ensure that the necessary software is installed on their PCs prior to the beginning of a meeting. It can either be installed in advance from www.gotomeeting.com or by clicking on the link enclosed in the invitation to virtual participants (for installation instructions and security related issues please refer to the “IT-security related information” below). 

Shortly before the beginning of a meeting, the organizer should log in on his/her PC to one of the ECO accounts (advised by an ECO expert) and start the scheduled GoToWebinar session. The microphone system in the meeting room should be connected to the organizer’s PC. Either the whole screen or a relevant application (e.g. a document or a presentation) should be chosen on the organizer’s PC for web-casting.

Once the organizer has started a session, virtual participants (attendees) should be able to connect to the web-casting by clicking on the link which was sent to them in the invitation e-mail and, optionally, entering the password. 

The organizer should be able to see the list of attendees who have joined the session. By default setting, they join with muted microphones in order to prevent intervention in the discussion as web-casting does not allow for this option. 

Since virtual participants will only be able to follow the document/presentation displayed on the organizer’s PC (as well as to listen to the discussion), it is recommended that they have another laptop nearby with all other documents on the agenda uploaded to that laptop in advance.


+



For installation instructions and security related issues please refer to “IT-security related information”:




To get familiar with the GoToWebinar user interface please refer to:
· GoToWebinar organizer quick reference guide 


· GoToWebinar attendee quick reference guide



All questions of a technical nature related to the installation and use of GoToWebinar should be addressed to the Office (it@ero.dk).
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An alternative solution for web-casting

A web-camera can be installed, preferably in the ceiling of a meeting room at the distance of 3-5 m from the screen on which the documents will be displayed, and connected to the Internet. The microphone system and, optionally, the speakers in the meeting room should be connected to that web-camera. Alternatively, the web-camera can transmit sound taken from ‘the air’ through the built-in microphone.

The link to the web-camera can be published in the invitation to a meeting/seminar. The username and the password necessary to get connected to the web-casting can be distributed to the closed group of approved virtual participants. 

Both the bandwidth of the Internet connection line and the limitation of the web-camera through which the web-casting will be exercised should be considered when defining the maximum number of virtual participants. Compression of the video stream which is being transmitted over the Internet can be set up using the web-camera software. There should be a balance between the quality of the picture and the bandwidth used for the web-casting. At the ECO premises, up to 20 participants (depending on the chosen audio/video settings) can simultaneously follow web-casting through the ECO web-camera. 

In the ECO web-camera the built-in microphone is disabled, so physical participants have to activate the normal meeting room microphones to transmit the voice to the web-camera by wire which is then web-casted over the Internet. This ensures a high quality of the transmitted voice as well as it prevents transmitting talks of the participants near the web-camera during coffee-breaks.
 
It is recommended to display on the screen the message “Next session is scheduled to start at hh:mm” during the breaks between the sessions (for the benefit of the virtual participants).

There is also an “incoming” voice function in the ECO web-camera, which means that virtual participants can speak through the meeting room speakers if they press the small “mic” button in the window of the web browser. To avoid any accidentally transmitted sound from virtual participants, there is a switch box on the chairman’s table which allows either activating (ON) or deactivating (OFF) this optional function.
 
It is recommended that a network web-camera with similar or better characteristics than those of the ECO web-camera (Axis 211A network camera) is used for web-casting of meetings.

It should be noted that virtual participants have the opportunity to record a web-cast, either by clicking on the record button in the web browser (in case of web-casting through the ECO web-camera) or by using a third party software.
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Web-conferencing

The Internal ECC Report on “Implementation of Electronic Working Methods (EWM) in the ECC working process” defines web-conferencing in the following way:
“A web-conference is a meeting where the participants are not located together in a physical meeting room. It is similar to teleconferencing, except that the communications are Internet based and that software may be used to share meeting documents in real time.”

The GoToMeeting application (as one of the two components of the GoToMeeting platform) is an efficient tool for web-conferencing implementation. It appears to be suitable for meetings of lower level ECC groups with a limited number of participants (normally up to 10, the maximum being 25) which do not adopt final decisions (should the number of participants exceed 25, the GoToWebinar can be used instead).  The GoToMeeting tool may also be used by the steering groups of ECC entities where discussion with a number of documents in the background prevail over drafting activity.

It is possible either to connect to a GoToMeeting session using a PC equipped with microphone and speakers (headset is highly recommended) or by calling in the session using an ordinary telephone. Combination of these two methods is also possible (e.g. using a PC for sharing documents online while listening and speaking via a telephone).

It is necessary that the organizer of a web-conference knows all the participants and their e-mail addresses in advance since the participants receive the link and, optionally the password, to join a GoToMeeting session in an e-mail invitation. Such an invitation is created by an ECO expert or by an organizer logged in to one of the ECO accounts (advised by an ECO expert) through the GoToMeeting user interface.  A new event (GoToMeeting session) is automatically added to the Outlook calendar of the organizer and the participants who have accepted the invitation.

Participants of a web-conference should ensure that the necessary software is installed on their PCs prior to the beginning of a meeting. It can either be installed in advance from www.gotomeeting.com or by clicking on the link enclosed in the invitation to the web-conference (for installation instructions and security related issues please refer to the “IT-security related information” below). 

Shortly before the beginning of a web-conference, the organizer should log in on his/her  PC to one of the ECO accounts (advised by an ECO expert) and start the scheduled GoToMeeting session. Either the whole screen or a relevant application (e.g. a document or a presentation) should be chosen on the organizer’s PC for sharing with the participants.

Once the organizer has started the session, other participants should be able to connect to it by clicking on the link which was sent to them in the invitation e-mail and, optionally, entering the password. Alternatively, they can join the session by using an ordinary telephone, dialling the number and entering the PIN code included in the invitation. In this case a calling participant will be charged a fee for a long distance telephone call. It is therefore recommended to additionally include local toll dial-in numbers when scheduling a web-conference, so that the attendees joining via telephone could use them instead of the main telephone number. 

Calling in the session does not exclude the possibility to share documents with other participants within the same GoToMeeting session.
Once joined the session, a participant should identify himself/herself. It is also advisable saying ‘hello’ to others joining so they could check their connections both ways.

It is recommended that those using speakers + microphone instead of a headset should keep their microphones off (click on the green icon showing a mike on the user’s Control Panel) at all times except when they participate in the discussion. This would prevent a background noise from being heard by all participants.

It is also a good idea, in particular when you are using a PC for the first time, to test the connection with the meeting organizer in advance of the actual start of the meeting. In case it shows any signs of malfunction, you can always call in the session through an ordinary telephone, preferably using the local dial-in number, when the meeting starts. Otherwise (if your connection is stable and of good quality) you can avoid additional telephone charges for you company/organization by using a PC instead of a telephone.

In case of a small meeting (8-10 persons sitting around a table, with a few others being virtual participants), it is important to put the microphone away from the speakers; ideally they should be on different ends of the table, with the microphone's sensitivity properly tuned.

An organizer should be able to see the list of participants who have joined the session. He/she can also mute/unmute chosen participants.

Through the GoToMeeting user interface, an organizer can either give control over the shared application/screen to any of the participants or temporarily make another participant the organizer, so he/she could share his/her screen/application with other participants (e.g. present his/her documents) (for details please refer to “GoToMeeting attendee quick reference guide” and “GoToMeeting organizer quick reference guide” below).

A participant of a GoToMeeting session cannot request the floor as there is no “raise hand” button as in the GoToWebinar application. Instead one has either to intervene in the discussion by voice or send a text message (using Chat box).. A text message can be sent either circularly or to a chosen participant/organizer.

It is recommended that organizers periodically invite participants to express their views as it may be difficult for some participants to intervene without seeing physically other participants (as is the case in physical meetings).

Since participants in a web-conference will only be able to follow the document/presentation displayed on the organizer’s PC (as well as to listen to the discussion), it appears to be convenient having another laptop nearby with all other documents on the agenda uploaded to that laptop in advance:

+



It is recommended that web-conferences (web-meetings) of formally existing ECC groups be added to the ECO calendar (on the ECO website) for better visibility of activities (see some examples in the ECO Calendar below):
[image: ECO meetings]

It is also a recommendation of the Office to handle documents for on-line meetings in the same manner as those for ordinary physical meetings (i.e. by means of creating a separate meeting documents folder for a web-meeting of an ECC group on the ECO Meeting Document Server):
[image: ECO docserver]

For installation instructions and security related issues please refer to “IT-security related information”:




To get familiar with the GoToMeeting user interface please refer to:
· GoToMeeting organizer quick reference guide 


· GoToMeeting attendee quick reference guide



All questions of a technical nature related to the installation and use of GoToMeeting should be addressed to the Office (it@ero.dk).


3. [bookmark: Virtual_participation_in_physical_meetin]Virtual participation in physical meetings and workshops

The Internal ECC Report on “Implementation of Electronic Working Methods (EWM) in the ECC working process” defines virtual participation in physical meetings in the following way:
“This method gives the possibility to participate in a physical meeting from a remote location. In this case, virtual participants can actually intervene in the meeting by a voice and possibly a video connection.”

The GoToWebinar application (as one of the two components of the GoToMeeting platform) can be used for the implementation of virtual participation in physical meetings and workshops, as it allows both to follow the event remotely and to provide feedback directly to the meeting room.

GoToWebinar provides for a relatively big number of virtual participants (up to 1000, subject to the bandwidth of the connection line to the Internet and other limitations).

It is necessary that registration of virtual participants takes place prior to the beginning of a meeting/workshop. This can be done by including information on the scheduled GoToWebinar session and a separate registration link for virtual participants in the invitation and the meeting calendar of the corresponding group.

Once the list of virtual participants has been reviewed and approved by the chairman of the relevant ECC group or by the person responsible for the registration to a seminar/workshop, an invitation to virtual participants containing the link and, optionally, the password can be created through the GoToWebinar user interface (by an ECO expert or by other authorised person advised by an ECO expert) and sent out to the approved virtual participants.

Depending on the way of distributing the invitation, a new event (GoToWebinar session) can be automatically added to the Outlook calendar of the organizer who has created the invitation and the participants who have accepted it.


Virtual participation in physical meetings of relatively large groups 

Virtual participation in physical meetings of relatively large groups can be implemented by means of the GoToWebinar application and requires an assistant, preferably sitting next to the chairman, who is well familiar with the software. The audio system (speakers and table microphones) in the meeting room shall be connected to the assistant’s PC to allow for two-way audio communications between the physical meeting and virtual participants. Optionally, a web-camera can be provided either through a direct IP-address or through a GoToMeeting application in order to allow for an overview of the meeting room for virtual participants.

A block-diagram below describes the proposed virtual participation system. ECO guides for chairmen, chairman’s assistant and attendees provide detailed instructions on how to set up and use the system.
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ECO Guides on virtual participation:
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Virtual participation in workshops (webinars)

Before the day of a scheduled Webinar (Web-based Seminar) the organizer should allow some time to practice the Webinar and include any other Webinar organizers and/or panelists. The Practice mode allows organizers to run an unlimited number of practice sessions before the scheduled session start time.

Shortly before the beginning of a workshop, the organizer should log in on his/her PC to one of the ECO accounts (advised by an ECO expert) and start the scheduled GoToWebinar session. Before starting the broadcast, the organizer and, optionally, other invited organizers and panellists will be joined in a sub-conference in order to organize themselves.

The microphone system in the meeting room as well as the speakers should be connected to the organizer’s PC. Either the whole screen or a relevant application (e.g. a document or a presentation) should be chosen on the organizer’s PC for sharing with the virtual participants (attendees).

There are three categories of virtual participants in GoToWebinar (with different options available to the different categories): 
· attendee; 
· panellist;
· organizer.

The “raise hand” option is only available to attendees (if allowed by the organizer) while only (other) organizers and panellists can be privileged by the organizer to take control over keyboard&mouse and only the current presenter (who is either an organizer or a panellist) can show his/her screen to others. Only organizers can send circular text messages (via Question Panel) to all attendees. Attendees, if allowed by the organizer, can send their written questions or comments to the organizer. Only organizers can see all questions and answers, set question priority and assign questions to other organizers and panellists who are usually subject-matter experts.
Once the organizer has started the session, attendees should be able to connect to it by clicking on the personal link which was sent to them when they registered to the webinar and, optionally, entering the password. 

The organizer should be able to see the list of attendees who have joined the session. By default setting, they join with muted microphones, so they cannot interfere in the discussion without permission from the organizer who can unmute a chosen attendee (up to 25 attendees can be unmuted at any one time) and give him/her the floor. 

Attendees can request the floor by clicking on the ‘raise hand’ button in the GoToWebinar user’s Control Panel. The request will be visible to the organizers or the current presenter (who is either an organizer or a panellist). 

In addition, GoToWebinar has ‘Questions & Answers’ mode, speaking privileges and polling features (for details please refer to the GoToWebinar quick reference guides (below). Polls can be created in advance or in-session on the fly. After a poll has been closed, the organizer can choose to show the results immediately or at a later time during the session.


Practical Recommendations for webinars

The following recommendations for further improvement of the quality of ECC webinars have been developed by the Office and further reviewed and updated by WGRA (21st meeting, Ljubljana, Slovenia, 14-17 September 2010):
· announcements of ECC webinars which are posted on the ECO website may also be placed on the administrations’ websites should they wish to publicize webinars to the relevant experts and to general public;
· guidance on how to participate in the webinar as well as clear feedback channel (e.g. e-mail address) should be indicated in the information about the webinar;
· presentation should be preferably developed using fonts which are not too small;
· the presenter should be requested to speak more slowly and clearly than he/she usually does;
· the connection should be checked before the webinar start with an assistant who should be one of the virtual participants;
· before getting started, go to Audio setup and ensure that microphone and speakers are working properly;
· participants should be advised that the volume can be adjusted either by using the ‘Master Volume’ icon in the right bottom corner of the screen or through the volume control on the loud speakers;
· all participants shall be muted during the presentation to avoid the noise in the background;
· it should be announced at the beginning that the Q&A session will take place after the presentation has been made (unless the presenter wishes otherwise);
· remote participants should be informed that they can put their questions forward in writing in the course of the presentation; alternatively, they will be able to ask questions during the Q&A session by pressing the “raise hand” button;
· after the presentation has been made, the presenter should be advised whether any written questions have been asked;  he/she can either:
· pick up one of the written questions;
· unmute one of the virtual participants who have “raised hand” and give him/her the floor (remember to mute the person again);
· take a question from the floor;
· only one remote participant should be unmuted at the same time.


For installation instructions and security related issues please refer to “IT-security related information”:




To get familiar with the GoToWebinar user interface please refer to:
· GoToWebinar organizer quick reference guide 


· GoToWebinar attendee quick reference guide




All questions of a technical nature related to the installation and use of GoToWebinar should be addressed to the Office (it@ero.dk).


4. [bookmark: Supplementary_information]Supplementary information

The Office recommends that future organizers of GoToMeeting and GoToWebinar sessions should consider using at the beginning of their sessions brief presentations developed by GoToMeeting in order for participants to familiarize with the attendee interface:

Introductory presentation of GoToMeeting for participants:



The organizers can review the notes below for a click-by-click suggested script when presenting the slides to participants.

Notes
The GoToMeeting attendee interface is made up of two parts. The Viewer Window is where attendees see the presenter’s screen. The Viewer Window can be resized by clicking and dragging the lower right corner. The Control Panel is where attendees can interact with organizers.

Click 1, 2 and 3:
· Clicking the arrows on the Grab Tab opens and closes the Control Panel.

Click 4:
· Audio pane provides audio information. If the organizer has given attendees a choice, there are two options. Attendees joined via VoIP (Use Mic & Speakers) need speakers to hear and a microphone to speak if unmuted.

Click 5 and 6:
· Attendees joined via telephone must enter their Audio Pin on their telephone keypad so that organizers can unmute them if needed.

Click 6:
· Attendees can communicate with organizers and other attendees through the Chat box (if enabled by the organizer). 

Click 7:
· In the View menu, uncheck “Auto-Hide the Control Panel” if attendees want their Control Panel to remain open.







Introductory presentation of GoToWebinar for participants:



Notes
The GoToWebinar attendee interface is made up of two parts. The Viewer Window is where attendees see the presenter’s screen. The Viewer Window can be resized by clicking and dragging the lower right corner. The Control Panel is where attendees can interact with organizers.

Click 1 and 2:
· Clicking the arrows on the Grab Tab opens and closes the Control Panel.

Click 3:
· Audio pane provides audio information. If the organizer has given attendees a choice, there are two options. Attendees joined via VoIP (Use Mic & Speakers) need speakers to hear and a microphone to speak if unmuted.

Click 4 and 5:
· Attendees joined via telephone must enter their Audio Pin on their telephone keypad so that organizers can unmute them if needed.

Click 6:
· Attendees can communicate with organizers through the Questions box. This is also where answers and broadcast messages are received.

Click 7:
· Clicking the hand icon on the Grab Tab raises and lowers attendee’s hand.

Click 8:
· In the View menu, uncheck “Auto-Hide the Control Panel” if attendees want their Control Panel to remain open.


The following link can also be used by future organizers of GoToMeeting and GoToWebinar sessions in order to review some videos on how to make their meetings easy and efficient.
The Office, however, cannot guarantee that the above link will be operational in future and therefore these videos should be seen as optional material available at the time of issue of this revision of the “ECO Guidelines on the use of GoToMeeting platform”.
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IT-security related information for GoToMeeting / GoToWebinar


GoToMeeting and GoToWebinar are commercial products of Citrix Online (www.citrixonline.com). 

1. SYSTEM REQUIREMENTS

For PC-based participants:

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


· Windows® 2000, XP, 2003 Server or Vista 


· Cable modem, DSL, or better Internet connection 


· Minimum of Pentium® class 1GHz CPU with 512 MB of RAM (recommended) (2 GB of RAM for Windows® Vista)


For Mac-based participants:

· Safari™ 3.0 or newer, Firefox® 2.0 or newer (JavaScript™ and Java™ enabled) 


· Mac OS® X 10.4 (Tiger®) or newer 


· PowerPC G4/G5 or Intel processor (512 MB of RAM or better recommended) 


· Cable modem, DSL, or better Internet connection


Participants wishing to connect to audio using VoIP will need a fast Internet connection, a microphone and speakers (a USB headset is recommended).

2. INSTALLATION

Users of GoToMeeting/GoToWebinar can either:

· join a meeting, or


· host a meeting.

To install GoToMeeting software, go to www.gotomeeting.com and click on the link “Download GoToMeeting”. 


If Java is installed on your PC it will be used to facilitate the download, if not ActiveX will be used for download if enabled in the Browser settings. If neither Java nor ActiveX are available the user will be prompted to proceed with manual download. A short executable file g2m_download.exe (110 KB) will be run on the computer and install the needed software for joining/hosting online meetings.

No admin rights are needed to run this file.


Once the software is downloaded and installed, right-click the orange GoToMeeting icon [image: image1.png]



located in your system tray to choose one of the options (“Schedule a meeting”, “Join a session” etc.). 


To join a GoToMeeting session one does not need a GoToMeeting account.


To host a GoToMeeting session one needs to log in to one of the ECO accounts (prompted by an ECO expert). In this case the user will need to adjust his/her browser's privacy settings to accept cookies. GoToMeeting primarily uses cookies to provide users with secure access to their accounts.

Below we provide you with some additional security related information in the form of Questions&Answers which was taken from the GoToMeeting website.

3. CONNECTION

In most cases getting connected to GoToMeeting should not be a problem. You need to click on the link sent to you by e-mail and you will be prompted by the system.

If this does not work you can go to www.joingotomeeting.com and enter the meeting ID which was indicated in the invitation e-mail.


If you are still not able to connect, please proceed as follows:


1. Download the GoToMeeting Connection Wizard from www.gotomeeting.com/wizard. Once downloaded make sure all Internet browser windows are closed and run the downloaded Wizard. On completion of the Wizard try GoToMeeting again to see if the problem has been resolved.


2. If there is still a problem run the Wizard again and this time at the end of the tests click on the “Additional Support” button and then the “Email Test Data” button. Use e-mail address support@citrixonline.com  (or direct e-mail stephen.smith@citrix.com) as the “Send to” address and the Citrix IT personnel will be able to examine the log files to determine the source of the problem.


Information on the optimal configuration of your company’s firewall can be seen at http://www.citrixonline.com/iprange.


While the connection problem is being resolved you can always use the conference call number (please request the meeting organizer to enable this) to call in the session and participate as others except for being able to share documents online.


4. QUESTIONS AND ANSWERS

This section contains additional IT-security related information taken from www.gotomeeting.com. 

How do I join an online meeting?


You do not need a GoToMeeting account to attend a GoToMeeting session. You participate as a guest of the meeting organizer, at no cost to you. Here’s how:


1. Go to www.joingotomeeting.com. 


2. Type or paste in the Meeting ID provided by the meeting organizer. 


3. Click "Yes" or "Always" (or "Trust" on a Mac) if prompted to accept the download. 


4. If requested, enter the meeting password provided by your meeting organizer. You will be entered into the meeting and the Attendee Control Panel and GoToMeeting Viewer Window will appear.


You can also initiate the process of joining a meeting by clicking the link sent to you in an email or instant message invitation or by clicking the "Join a Meeting" button on the GoToMeeting.com home page

Do I need to allow cookies in my Internet Browser to use GoToMeeting?

If you want to sign up to try or buy GoToMeeting online, or if you need to log in to an existing account, you will need to adjust your browser's privacy settings to accept cookies. GoToMeeting primarily uses cookies to provide you with secure access to your account


Is my online meeting session secure?


Your GoToMeeting session is completely private and secure. GoToMeeting uses built-in, always-on security measures to protect user privacy and access to data and computers. It is the only online meeting solution that uses end-to-end 128-bit AES (Advanced Encryption Standard) encryption for all meeting data, which includes screen images, files, keyboard and mouse input and chat text.


How does GoToMeeting work with firewalls?


When GoToMeeting software is activated on a computer, it initiates one or more outbound, SSL-protected TCP connections with the GoToMeeting service, using ports that are already open in most firewalls and proxies (ports 8200, 443. and/or 80). Whichever connection responds first is used, and the others are dropped. It thus provides a high degree of compatibility with your existing network security. 

Can I catch or pass on a virus or be exposed to spyware by hosting or attending a meeting?


No, it is not possible to catch or spread a virus or become exposed to spyware when you are using GoToMeeting as either a host or attendee. GoToMeeting screen-sharing technology preserves the secure barrier between systems.

How do I ensure that only invited attendees can gain access to my meetings?




In addition to the randomly generated 9-digit meeting ID, meeting organizers can specify and require a password, which is never transmitted to Citrix Online in any form. Since we cannot prevent invited attendees from sharing meeting IDs and passwords with others, we recommend that meeting organizers stress the importance of keeping meeting invitations confidential to their invitees. Finally, meeting organizers can always dismiss an unwanted attendee by clicking the name in the Attendee List and selecting Dismiss from the drop-down menu.


� Version of 11 January 2010
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NOTES ON USING GOTOWEBINAR 
GoToWebinar organizers may hold Webinars for up to 1,000 attendees. The Webinar process can be broken into three 
stages: Webinar Planning, Webinar Presentation and Webinar Follow-up. 


Organizers need to first log in to GoToWebinar and activate their GoToWebinar accounts before they can begin the 
Webinar setup process. For GoToMeeting Corporate plans, contact your company administrator if you don’t have an 
account already. 


 


Webinar Checklist 


 Schedule (date, time, topic) 


 Customize Settings (branding, registration, polling, survey) 


 Promote (registration report, secondary invitations/tailored messaging, reminders, follow-up) 


 Practice 


 Present 


 Webinar Follow-up 


 


 


 


SCHEDULE 
1. Log in to www.gotowebinar.com. 


2. Click Schedule a Webinar in the left navigation menu and a three-step Schedule a Webinar page will load. 


Step 1: Webinar Details - Enter your Webinar Details and click Save and Continue. 


Step 2: Branding and Theme - Brand your Webinar communications and Webinar Waiting Room with a theme and 
company logo. Preview your work and click Save and Continue. 


Step 3: Registration - Customize your Webinar registration form and click Save and Email me the Invitation. 


Using GoToWebinar Total Audio Service 


GoToWebinar includes an audio conference 
service at no extra cost to you. Choose 
between phone and Voice over Internet 
Protocol (VoIP) or allow both options. You 
can also include local toll dial-in numbers 
for European countries. 


You may decide to use this service or 
choose another method of bringing audio to 
your online Webinars (click Provide your 
own conference call number). 


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 VoIP and audio 
management) do not apply. 
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CUSTOMIZE or EDIT 


Once a Webinar is scheduled, organizers can customize or edit additional aspects of the Webinar.  


1. Log in to your account and scroll to the Webinar you want to customize or edit. 


2. Click the Change Session Settings drop-down menu and select the feature you want to customize or edit.   


                           
PROMOTE 
 


Invite Participants 


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


1. 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. 


 
If you make any changes to the Registration Form you will need to resend yourself the Webinar Invitation. 


1. Log in to your account. 


2. On the 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. 


 


Track registrations 


1. Log in to your account.  


2. On the My Webinars page, click   next to the Webinar date for which you want to view registrants. 


3. Click PDF, CSV, Excel or HTML to download a registration report, or refer to the at-a-glance summary of 
registration statistics. 


  


PRACTICE 


Before the day of your Webinar you should allow time to practice your Webinar and include any other Webinar 
organizers and/or panelists. 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 will apply to the practice 
session. 


 
Practice Your Webinar 


1. Log in to your account. 


2. On the My Webinars page, find the Webinar you want to practice and click Practice. 


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


Note: While in Practice mode, registrants will not be able to join the Webinar. You can click the Start button on the 
GoToWebinar Control Panel to start your Webinar and allow registrants to join. 


 
PRESENT 
 


Start a Scheduled Webinar 


1. Log in to your account. 


2. On the My Webinars page, locate the Webinar you want to start and click the Start button. 


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


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


4. Join the audio portion of the Webinar. 
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Manage the GoToWebinar Total Audio Service 


 


Start the Webinar 


• VoIP and Telephone: If you have selected  the option 
to use either VoIP 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. 


 


 


 


 


 


 


• 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. 


 


 


 


 


 


 


 
VoIP Best Practices 


Audio quality can vary based on your audio software/hardware manufacturer as well as your operating system. When 
using VoIP, the following best practices are recommended: 


• 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 on the Audio tab in GoToMeeting/GoToWebinar Preferences menu, it is 
recommended to start your Webinar in Practice mode with other organizers or panelists to provide feedback on 
your voice quality. 


• For optimum sound quality, a headset is recommended, preferably a USB headset for ease of use.  


• If a headset is not available, a microphone is required, preferably a USB microphone for ease of use.  


• If using a microphone, it should be at least 1.5 feet away from any speakers built in or connected to your 
computer. 


• Unplug any devices, such as a Webcam, that have a built-in microphone. 


• The use of a Webcam microphone is not recommended. 


• If you plan to record your meeting, be sure to test the recording feature while in Practice mode. 
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Dial In to the Conference Call Using the GoToWebinar Audio Service 


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 Function Action 


*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 Exit Exits the organizer from the conference call. 


*4 Menu Provides a menu of available conference commands. 


*5 
Mute/Unmute 
Organizers and 
Panelists 


Sets mute and un-mute for organizer and panelist lines. By default, organizers 
and panelists are first joined unmuted. Pressing * 5 cycles through the following 
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 
Mute/Unmute 


Organizer can mute his/her line. Pressing *6 again will unmute the line. 


*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 


 


 


Manage Attendee Audio 


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


Note: Up to 25 attendees can be 
unmuted at any one time (this is a 
combination of VoIP and phone 
attendees). 


 


Attendee, joined via VoIP, 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 (c) 


Attendee, joined via VoIP,  
unmuted (d) 
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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 organizers access to various organizer and presenter functions. The Control Panel can be 


customized – panes can be re-ordered and those with  can be un-docked from the Control Panel and resized. 


 Dashboard, Audience View and Recording panes are not available in the Mac Organizer Control Panel. 


 


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 the Presenter Screen Tools 
Pane section of this guide) (b) 


Grab Tab 


Enables presenter to minimize the Control Panel to 
the side of the desktop to display his/her full 
desktop to attendees and still access Screen 
Sharing tools (see the Presenter Control Panel Grab 
Tab section of this guide) (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 the Dashboard Pane section of 
this guide) (d) 


Attendee List Pane 


Provides organizers with the ability to manage all 
Webinar attendees (see the Manage Attendees 
section of this guide) (e) 


Audio Pane 


Enables organizers to manage their audio format, 
audio service and audio setup (see the Audio Pane 
section of this guide) (f) 


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 


 


a


b


c


d


e


f


g
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Presenter Control Panel Grab Tab 


 


 
No attendees 


 have  
arrived 


Attendees 
arrived, 


presenting 
desktop 


Attendees 
arrived, 


presentation 
paused 


Attendees 
arrived, 


presentation 
stopped 


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


Click to show/hide Control Panel (b) 


Shows On Air status (c) 


Shares screen. Right-click for screen 
sharing options (d) 


Stop screen sharing (e) 


Grant shared keyboard/mouse control 
to another organizer or panelist (f) 


Pass presenter role to another 
organizer or panelist (g) 


Use Drawing Tools to annotate your 
presentation (h) 


  


 


 


 


 


 


 


 


 


  


 


 


 


 


 


        
 


 


Record a Webinar 


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


2. Click Settings in the Recording pane and confirm that 
your Audio and Video options are set correctly. For 
detailed Audio and Video options, click on the Need 
audio help? link and Learn more links, respectively. 


Note: Be sure to check your audio device settings 
under the Audio tab.  


3. In the Save in: section, click the Browse button to 
identify where you would like to save your recording. 


Note: For optimum recording performance and in-
session experience, it is recommended that you select 
a location on your local hard drive. 


4. Click OK to save your settings. 


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


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


7. Click File and select End Webinar for all to view the completed recording. 


 


Troubleshooting Webinar Recording 


To troubleshoot recording, please see http://www.gotomeeting.com/s/audiohelp and 
http://www.gotomeeting.com/s/audiolearn. These links can also be accessed from the recording category under 
Organizer Preferences. 
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Manage Attendees 


Organizers can manage attendees and the Webinar staff through the Attendee List pane, either by column or by right-
clicking each organizer or panelist name. 


 


Attendee List Pane  


 


Click tabs to view Attendee or  
Staff list (a) 


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) 


Right-click attendee name for  
attendee options (f) 


Shows attendee has raised hand (g) 


 


 


Attendee Right-click 


Pass presenter role – this also promotes 
attendee to panelist (a) 


Promote to panelist role (b) 


Promote to organizer role (c) 


Allow this attendee to view  
Attendee List (d) 


Send chat to this attendee. Attendees  
will see chat in their Questions pane.  
Staff will see chat in their Chat pane (e) 


Dismiss attendee from the Webinar (f) 


 


  


 


 


 


 


 


a
b


c
d
e
f
g
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e 
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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 and audience attentiveness and hand raising. 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. 


 Mac users do not have a Dashboard pane. 


 
Timer begins when Presenter clicks Show My Screen (a) 


Attentive = attendee’s Viewer is in foreground 


Inattentive = attendee’s Viewer is not in foreground (b) 


Quick-view of number of attendee questions in the queue. 
Click the number to open the Questions pane (c) 


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


 


 


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) 


 


 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. Panelists can only answer privately to an attendee. 


 


a b c d e 


a


b
c
d
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Polling 


Organizers can use polls to revive and engage an audience or to focus its attention. Polls can be created pre-Webinar 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. 


 


 To launch a poll 


1. In the Polls pane, scroll to the poll you want to launch and click the Open Poll button. Attendees will see the 
poll in their Viewer Window. 


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


 


 To show poll results 


1. In the Polls pane, scroll to the poll for which you want to show the results. 


2. Click the Show Results button. 


3. Click Hide Results to resume your presentation. 


 


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


 


End a Webinar 


1. On the GoToWebinar Organizer Control Panel file menu, select Exit – End Webinar. 


2. On the End Webinar confirmation dialog box, click Yes. 


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 or panelist to Webinar organizer. 
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WEBINAR FOLLOW UP 
 


Webinar Analysis 


GoToWebinar organizers can get a snapshot view of Webinar statistics once a Webinar has ended. The snapshot view is 
located in Webinar History on the GoToWebinar Web site. Organizers can view such statistics as the number of 
registrants versus attendees and how many surveys were submitted (if created). Organizers can also access the 
Performance Report and the Attendee Report, as well as links to Webinar follow-up tasks. 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 
 


 


 


 


 


 


Generate Reports 


Organizers can get detailed Webinar information by using the Generate Reports feature. This reporting feature allows 
organizers to view various statistics on Webinars for any date range in either PDF, HTML or Excel® format. 


 


 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): 


• Registration Report 


• Attendee Report 


• Performance Report 


• Recorded Webinar Report (GoToMeeting Corporate plans only) 


4. Click Next. 


5. Select the Date Range. 


6. Select a Webinar. 


7. Select the Report Format (PDF, HTML, Excel or Comma Delimited Text). 


8. Click Generate Report. Your report will load in a new window. 
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REGISTER FOR A WEBINAR 
1. Click the registration link or button provided on a registration Web site or in an invitation email. 
2. Complete the registration form.  
3. You will receive an email confirming your registration for the Webinar, along with the option to 


add the Webinar information to your Outlook® Calendar. 
Note: Some Webinars may require organizer approval prior to the delivery of a confirmation email. 


 
JOIN A WEBINAR 
1. At the time of the Webinar, open the Webinar confirmation email or Outlook appointment.  
2. Click the Join Webinar link provided in the confirmation email or Outlook appointment.  
3. If prompted, click Yes, Grant or Trust to accept the download.  
4. If requested, enter the Webinar password provided by your Webinar organizer. 
5. Join the audio portion of the Webinar. Audio information is provided in the Audio pane of your 


Control Panel, in the Webinar confirmation email and in the Outlook appointment. 
 
AUDIO OPTIONS 
Audio choices are determined by the Webinar 
organizer. Your choice of audio mode is provided in 
the Audio pane of your Control Panel. By default, you 
will be joined into the Webinar muted.  
 
If the option to Use Mic & Speakers is available you 
can join the Webinar via VoIP.  
 
Note: If you choose to join via VoIP, you will need speakers to 
listen to the Webinar and a microphone to speak (if the organizer 
gives you speaking rights). 


 
VoIP Best Practices  
If you join the Webinar using VoIP, please note that audio quality can vary based on your audio 
software/hardware manufacturer as well as your operating system. When using VoIP, the following 
best practices are recommended:  
• For optimum sound quality, a headset is recommended, preferably a USB headset.  
• If a headset is not available, speakers are required to listen to the Webinar and a USB 


microphone to speak (if the organizer gives you speaking rights).  
• If using a microphone, it should be at least 1.5 feet away from any speakers built in or 


connected to your PC.  
• The use of a Webcam microphone is not recommended.  
• If you are unmuted by the organizer, you may need to turn the volume down on your speakers 


to avoid echo. 
 


 To switch audio formats during a Webinar  
If the organizer has given attendees a choice in how 
to join the audio portion of the Webinar, you can 
switch between using VoIP (Mic & Speakers) or your 
telephone during the Webinar session.  
 
In the Audio pane, select either Use Telephone or 
Use Mic & Speakers. If joining via telephone, be sure 
to enter the Audio PIN noted in your Control Panel. 
 
Note: If you choose to join via VoIP, you will need speakers to 
listen to the Webinar and a microphone to speak (if the organizer 
gives you speaking rights). 
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ACCESS WEBINAR HELP 
Click Help at the top of the Control Panel to access 
online help. 
 
 
USING THE CONTROL PANEL 
Once you have joined the Webinar you 
will see the Attendee Control Panel and 
Grab Tab. The Control Panel contains 
panes that can be expanded or collapsed 
by clicking the +/- on the left side of each 
pane.  
 
Note: Viewing the Attendee List, raising your hand 
and asking questions are only available if the 
organizer has enabled these features.  


 
 
 
• Attendee List (viewable only if organizer has 


enabled) (a)  
 
• Grab Tab – Click arrow to open/close Control 


Panel. Click square to toggle Viewer Window 
between full screen/window mode. Click hand 
icon to raise/lower hand. Click mic icon to 
mute/unmute your audio (if organizer has 
enabled) (b)  


 
• Audio pane – Select audio format. Click Audio 


Setup to select Mic & Speakers devices (c)  
 
• Questions pane– If turned on by an organizer, 


attendees can submit questions and review 
answers. Broadcast messages to attendees will 
also show here (d)  


 
• Type your question and click Send to submit it 


to the organizer (e)  
 
• Webinar details – Provided for quick reference 


(f)  
 
  
 
 
 
 
 
 
 
LEAVE A WEBINAR 
Click File and select Exit – Leave Webinar to exit a 
session. 


c 


a 


b 


d 


e 


f 
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IT-security related information.doc
IT-security related information for GoToMeeting / GoToWebinar


GoToMeeting and GoToWebinar are commercial products of Citrix Online (www.citrixonline.com). 

1. SYSTEM REQUIREMENTS

For PC-based participants:

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


· Windows® 2000, XP, 2003 Server or Vista 


· Cable modem, DSL, or better Internet connection 


· Minimum of Pentium® class 1GHz CPU with 512 MB of RAM (recommended) (2 GB of RAM for Windows® Vista)


For Mac-based participants:

· Safari™ 3.0 or newer, Firefox® 2.0 or newer (JavaScript™ and Java™ enabled) 


· Mac OS® X 10.4 (Tiger®) or newer 


· PowerPC G4/G5 or Intel processor (512 MB of RAM or better recommended) 


· Cable modem, DSL, or better Internet connection


Participants wishing to connect to audio using VoIP will need a fast Internet connection, a microphone and speakers (a USB headset is recommended).

2. INSTALLATION

Users of GoToMeeting/GoToWebinar can either:

· join a meeting, or


· host a meeting.

To install GoToMeeting software, go to www.gotomeeting.com and click on the link “Download GoToMeeting”. 


If Java is installed on your PC it will be used to facilitate the download, if not ActiveX will be used for download if enabled in the Browser settings. If neither Java nor ActiveX are available the user will be prompted to proceed with manual download. A short executable file g2m_download.exe (110 KB) will be run on the computer and install the needed software for joining/hosting online meetings.

No admin rights are needed to run this file.


Once the software is downloaded and installed, right-click the orange GoToMeeting icon [image: image1.png]



located in your system tray to choose one of the options (“Schedule a meeting”, “Join a session” etc.). 


To join a GoToMeeting session one does not need a GoToMeeting account.


To host a GoToMeeting session one needs to log in to one of the ECO accounts (prompted by an ECO expert). In this case the user will need to adjust his/her browser's privacy settings to accept cookies. GoToMeeting primarily uses cookies to provide users with secure access to their accounts.

Below we provide you with some additional security related information in the form of Questions&Answers which was taken from the GoToMeeting website.

3. CONNECTION

In most cases getting connected to GoToMeeting should not be a problem. You need to click on the link sent to you by e-mail and you will be prompted by the system.

If this does not work you can go to www.joingotomeeting.com and enter the meeting ID which was indicated in the invitation e-mail.


If you are still not able to connect, please proceed as follows:


1. Download the GoToMeeting Connection Wizard from www.gotomeeting.com/wizard. Once downloaded make sure all Internet browser windows are closed and run the downloaded Wizard. On completion of the Wizard try GoToMeeting again to see if the problem has been resolved.


2. If there is still a problem run the Wizard again and this time at the end of the tests click on the “Additional Support” button and then the “Email Test Data” button. Use e-mail address support@citrixonline.com  (or direct e-mail stephen.smith@citrix.com) as the “Send to” address and the Citrix IT personnel will be able to examine the log files to determine the source of the problem.


Information on the optimal configuration of your company’s firewall can be seen at http://www.citrixonline.com/iprange.


While the connection problem is being resolved you can always use the conference call number (please request the meeting organizer to enable this) to call in the session and participate as others except for being able to share documents online.


4. QUESTIONS AND ANSWERS

This section contains additional IT-security related information taken from www.gotomeeting.com. 

How do I join an online meeting?


You do not need a GoToMeeting account to attend a GoToMeeting session. You participate as a guest of the meeting organizer, at no cost to you. Here’s how:


1. Go to www.joingotomeeting.com. 


2. Type or paste in the Meeting ID provided by the meeting organizer. 


3. Click "Yes" or "Always" (or "Trust" on a Mac) if prompted to accept the download. 


4. If requested, enter the meeting password provided by your meeting organizer. You will be entered into the meeting and the Attendee Control Panel and GoToMeeting Viewer Window will appear.


You can also initiate the process of joining a meeting by clicking the link sent to you in an email or instant message invitation or by clicking the "Join a Meeting" button on the GoToMeeting.com home page

Do I need to allow cookies in my Internet Browser to use GoToMeeting?

If you want to sign up to try or buy GoToMeeting online, or if you need to log in to an existing account, you will need to adjust your browser's privacy settings to accept cookies. GoToMeeting primarily uses cookies to provide you with secure access to your account


Is my online meeting session secure?


Your GoToMeeting session is completely private and secure. GoToMeeting uses built-in, always-on security measures to protect user privacy and access to data and computers. It is the only online meeting solution that uses end-to-end 128-bit AES (Advanced Encryption Standard) encryption for all meeting data, which includes screen images, files, keyboard and mouse input and chat text.


How does GoToMeeting work with firewalls?


When GoToMeeting software is activated on a computer, it initiates one or more outbound, SSL-protected TCP connections with the GoToMeeting service, using ports that are already open in most firewalls and proxies (ports 8200, 443. and/or 80). Whichever connection responds first is used, and the others are dropped. It thus provides a high degree of compatibility with your existing network security. 

Can I catch or pass on a virus or be exposed to spyware by hosting or attending a meeting?


No, it is not possible to catch or spread a virus or become exposed to spyware when you are using GoToMeeting as either a host or attendee. GoToMeeting screen-sharing technology preserves the secure barrier between systems.

How do I ensure that only invited attendees can gain access to my meetings?




In addition to the randomly generated 9-digit meeting ID, meeting organizers can specify and require a password, which is never transmitted to Citrix Online in any form. Since we cannot prevent invited attendees from sharing meeting IDs and passwords with others, we recommend that meeting organizers stress the importance of keeping meeting invitations confidential to their invitees. Finally, meeting organizers can always dismiss an unwanted attendee by clicking the name in the Attendee List and selecting Dismiss from the drop-down menu.


� Version of 11 January 2010
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  ORGANIZER QUICK REFERENCE GUIDE  
  


NOTES ON ORGANIZING AND SCHEDULING MEETINGS 
Individual GoToMeeting organizers may hold meetings for up to 15 attendees. GoToMeeting Corporate organizers may hold meetings 
for up to 25 attendees.  


GoToMeeting organizers start all meetings. An organizer must always be present to keep the meeting running. 


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


INSTALL GoToMeeting 
1. Go to www.gotomeeting.com and log in to your account.  


2. If prompted, select Organizer. 


3. Under the left navigation menu, click the Host a Meeting button. 
The GoToMeeting application will begin to install. 


4. At the GoToMeeting Installed dialog box, click OK. 


5. At the dialogue box Do you want to meet right now or schedule a meeting for later?. you can choose to start meeting right away 
or click Cancel. 


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


7. Right-click the icon in your system tray or, if on a Mac, double-click the orange icon on your desktop to access the 
GoToMeeting/GoToWebinar menus. 


SCHEDULE A MEETING 


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


2. On the Schedule Meeting window, enter your meeting information and select your audio information and click Schedule. 


3. You are notified that your meeting has been scheduled. 


START A SCHEDULED MEETING 
1. Click Log In at www.gotomeeting.com, enter your account information and click Login. 


2. Click the Start Meeting button on the My Meetings Web page. 


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


START AN IMPROMPTU MEETING 


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


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


 
INTEGRATED AUDIO 


Now you have an extended choice of audio conferencing for your online meetings. With GoToMeeting’s integrated audio, choose 
between phone conferencing and Voice over Internet Protocol (VoIP) or allow both options.  


Note: If you choose to use your own conference service provider for the meeting, GoToMeeting will include your dial-in numbers 
with the meeting information; however, GoToMeeting audio features (such as VoIP and integrated audio controls) do not apply. 
 
V


Audio quality can vary based 


OIP BEST PRACTICES 


on your audio software or hardware manufacturer as well as your operating system. When using VoIP, 


 ant to test your sound quality and audio settings before your live meeting. In 
d 


• 


 for ease of use.  


omputer. 


head of time and test the recording feature.  


 


 


the following best practices are recommended: 


• As with any online meeting solution, it is import
addition to testing your audio settings from the GoToMeeting Audio tab (see page 5 of this guide for details), it is recommende
to start your meeting ahead of time with a few test attendees to provide feedback on your voice quality.  


For optimum sound quality, a headset is recommended, preferably a USB headset for ease of use.  


• If a headset is not available, a microphone and speakers are required, preferably a USB microphone


• If using a microphone, it should be at least 1.5 feet away from any speakers that are built into or connected to your c


• The use of a Webcam microphone is not recommended. 


• If you plan to record your meeting, be sure to start your meeting a
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SING VoIP 
1. Expand the audio pane in your Control Panel.  


ic & Speakers (b) 


ference call using VoIP.  


U


2. Select Use M


3. You will be automatically connected into the con


Note: PC organizers may change the audio input and output from the Audio preferences tab which is accessed from the File menu.  
Mac organizers may manage the audio input and output directly from the audio pane (c) or from the Audio menu in the toolbar.   


SING TELEPHONE 
1. Expand the audio pane in your Control Panel. 


 (a) 


ion provided.  


mmands using their phone keypads.  


 


 


a 


b 
c 


 


 


 


 


 


 


U


2. Select Use Telephone


3. Dial in to the conference call with the informat


 


Once in a conference call, participants and organizers can enter co


 


Organizer Telephone Commands 


Command Feature Details 
*2 Count Provides the number of participants currently on the conference call. 
*3 Exit Exits the conference call. 
*4 Menu Provides a menu of available conference commands. 
*5 Listening Modes dience. Pressing *5 sets the following options: Open 


 audience can unmute, Mute the 
Sets listening modes for au
conversation mode (default), Mute the audience – the
audience – the audience cannot unmute. 


*6 Mute/ Unmute Mutes the organizer’s line. Pressing *6 again will unmute the line. 
*8 Tone controls 


ntry tone on exit 
Sets entry and exit tones. Pressing *8 sets the following options: Entry and exit tones 
on (default), Entry and exit tones off, Entry tone off exit tone on, E
tone off. 


 


dee Telephone Commands Atten


Command Feature Details 
*3 Exit Exits the conference call. 
*4 Menu Provides a menu of available conference commands. 
*6 Mute/ Unmute ressing *6 again will unmute the line. Mutes the attendee’s line. P
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Manage Attendees 
Organizers can manage attendees by right-clicking or Control-clicking attendee names in the Attendee List pane and selecting or 
deselecting the desired attendee options. 


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


 


Indicates attendee role and color of 
assigned Drawing Tool (b) 


 


 
Mute or unmute the  
attendee (c) 


Mute or unmute all the attendees (d) 


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


Share your keyboard and mouse with 
an attendee (f) 


Provide your attendee with  
on-screen Drawing Tools (not available 
for Mac organizers) (g) 


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


Allow your attendee to chat (i) 


Send a chat message directly to the 
attendee (j) 


Copy the attendees email address to 
the clipboard (k) 


Dismiss an attendee from the meeting 
(l) 


a 


b 


c 


d 
e 


g 
f 


h 
i 


j 
k 


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


 


 No Attendees 
have arrived 


Attendees 
arrived, 


presenting 
desktop  


Attendees 
arrived, 


presentati
on paused  


Attendees 
arrived, 


presentation 
stopped 


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


 


 


 


 


 


 


 


 


Click to hide or display 
 Control Panel (b) 


Shows On Air status (c) 


The Show My Screen button displays 
desktop to attendees. 


Right-click to display multiple 
monitors, a specific application or a 


clean screen (d) 


The Stop Showing Screen button 
stops desktop display (e) 


The Give Keyboard & Mouse button 
grants shared mouse/keyboard 
control to another attendee (f) 


The Show Other’s Screen button 
passes the presenter role to another 


attendee (g) 


The Drawing Tools button allows the 
presenter to draw, highlight and 


place arrows on the screen, as well 
as use the spotlight and clear  


all markings (not available for Mac 
users) (h) 


Mute or unmute yourself (i) 


a 
b 
c 


d 


e 


f 


g 


h 


i 


If you’re using Mac OS 10.4, your grab tab and expanded Control Panel will be visible to attendees as a black silhouette. At 
times, parts of the Control Panel can be fully visible (not blacked out) to attendees. This can obstruct a portion of what you 
are presenting. We recommend that OS 10.4 users leave the Control Panel collapsed as much as possible during the 


meeting. If you have a multi-monitor setup, we recommend keeping the Control Panel on your second monitor. The silhouetted 
Control Panel is not an issue for Mac OS 10.5 or newer.  


 
 


END A MEETING 


• From a PC, select the File menu from the menu bar, and click End Meeting. 


• From a Mac, select the GoToMeeting menu on the toolbar, select Quit GoToMeeting; or select File and then Leave Meeting.  You 
may also click the red X in the top left corner of the Control Panel and Viewer Window 
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SYSTEM REQUIREMENTS 


For PC-based Organizers and Attendees 
• Required: Windows® 2000, XP, 2003 Server or Vista (Linux is not supported) 
• Required: Internet Explorer® 6.0 or newer, or Mozilla® Firefox® 3.0 or newer (JavaScript™ and Java™ 


enabled). If needed, download Java here. 


• Internet Connection required, cable modem, DSL, or better recommended 


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


 


For Mac®-based Organizers and Attendees 


• Required: Mac OS® X 10.4 (Tiger®) or newer 


• Required: Safari™ 3.0 or newer, Firefox 3.0 or newer; (JavaScript and Java enabled)  


• Internet Connection required, cable modem, DSL, or better recommended 


• Required: PowerPC G4/G5 or Intel processor, 512 MB of RAM or better recommended 


 


To Use VoIP 


• Required: Fast Internet connection (384 kbps or more recommended) 
• Required: Microphone and speakers (USB headset recommended) 


 


To Record a Meeting 


• Required: Windows Media® Player Version 9.0 or newer  


• Required: Minimum Super VGA (800x600) or better  


• Required: Fast Internet connection(384 kbps or more recommended) 


• Required: Sound card  


• Required: Telephone attachment device (If not using GoToMeeting integrated audio) 


• Recommended: 1.0 GB of hard disk space  


• Recommended: 1024 x 768 or higher screen resolution  


• Recommended: Minimum Pentium 800 MHz with 1 GB of RAM for transcoding to Windows Media Player file 
format 


  


Recording a meeting is only available using a PC. 


 


Integrations 


• IntegrationsMicrosoft® Office® Integration: Microsoft Office 2002 or later 


• Outlook Integration: Microsoft Outlook® 2000 or later 


• Lotus Notes® Integration: IBM® Lotus Notes Version 7.0 or later 


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


Note: Instant-Messaging Integration options are only available for use by GoToMeeting organizers 
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JOIN A MEETING 


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


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


 


 To join a meeting from an email, a calendar appointment or instant message invitation 
1. Open the email, appointment or instant message that contains the meeting invitation. 
2. Click the link provided in the invitation to join the meeting. 
3. If prompted, click Yes, Grant or Trust to accept the download. 
4. If requested, enter the meeting password provided by your meeting organizer. 


You will be entered into the meeting and the Attendee Control Panel and GoToMeeting Viewer Window will 
appear. 


 To join a meeting from the GoToMeeting Web site 
1. Open an Internet browser and go to www.gotomeeting.com. 
2. In the left navigation bar click the Join a Meeting button. 
3. If prompted, click Yes, Grant or Trust to accept the download. 
4. On the Join a Meeting – GoToMeeting dialog box, enter the Meeting ID you received from your meeting 


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


You will be entered into the meeting and the Attendee Control Panel and GoToMeeting Viewer Window will 
appear. 


 


GoToMeeting Conference Call Service 


How you join the audio portion of a GoToMeeting session is determined by the organizer. An organizer can select 
whether attendees may join the audio portion via telephone, Voice over Internet Protocol (VoIP) or both. The 
conference call information is provided in the meeting invitation.  


If the organizer has given attendees a choice in how to join the audio portion, you will see that option in your 
Attendee Control Panel once you join the meeting. 


 
VoIP Best Practices 


Audio quality can vary based on your audio software/hardware manufacturer as well as your operating system. When 
using VoIP, the following best practices are recommended: 


• For optimum sound quality, a headset is recommended, preferably a USB headset for ease of use. 


• If a headset is not available, a microphone and speakers are required, preferably a USB microphone for ease of 
use.  


• If using a microphone, it should be a distance of at least 1.5 feet away from any speakers that are built into or 
connected to your PC. 


• The use of a Webcam microphone is not recommended. 


 
 


TELEPHONE AUDIO COMMANDS 


 


 


 


 


 


 


 


  


 


 


Commands Feature Details 
*4 Help Provides a menu of 


available conference 
commands. 


*6 Mute/Unmute Mutes the participant’s 
line. Pressing the same 
command again will 
unmute the line. 
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 To join the audio portion of the meeting 


Once you have joined the online portion of the meeting, audio 
information is provided in the Audio pane of your Control Panel.  


 
If the organizer has given attendees a choice in how to join the 
audio portion of the meeting, you can select your preference in 
the Audio pane of your Control Panel. By default, you will be 
joined into the meeting unmuted. 


Note: If you choose to join via VoIP, you will need speakers to listen to 
the meeting and a microphone to speak. 


 


 To switch audio formats during a meeting  


If the organizer has given attendees a choice in how to join the audio portion of the meeting, you can switch 
between using VoIP (Mic & Speakers) or your telephone. In the Audio pane at Audio Mode: click either Use 
Telephone or Use Mic & Speakers. 


Note: If you choose to join via VoIP, you will need speakers to listen to the meeting and a microphone to speak. 


 
 


 


CONTROL PANEL - MANAGING AUDIO  


You can mute/unmute your line through the Attendee Control Panel by clicking the microphone or telephone icon (a). 


 


 


 


 


 


 


 


a 
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USE PRESENTER CONTROLS 


When granted the Presenter role the Presenter Controls will appear on your Grab Tab. 


 
Presenting Presentation Presentation 


 desktop paused stopped 


 


 


 


 


 


 


 


 


 


 


 


 


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


 


 


LEAVE A MEETING 


An attendee may leave a meeting at any time. 


 


 To leave a meeting 
1. From the Attendee Control Panel File Menu, select Exit – Leave Meeting. 


Click and drag to move Grab Tab up or down 


Click to show/hide Control Panel 


Shows On Air status 


Display screen. Right-click to share a specific 
application or clean screen 


Stop screen sharing 


Allow another attendee to share 
your keyboard/mouse 


Pass Presenter role to 
another attendee 


Select draw tools 


If joined via VoIP, 
mute/unmute your line 
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USER EQUIPMENT
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1. Prepare one of the following audio sets:

[image: ]

· USB-headset connected to your computer  or



· Headphones and USB-microphone connected to your computer.

For further guidance on the audio setup, check this guide.

2. To improve the quality of your virtual participation, we recommended using two PCs:

                Primary PC	             Secondary PC (optional)

· Primary PC will be used for seeing the discussion document (which will be also displayed on the big screen in the meeting room) and audio communications, and

· Secondary PC (optional) will only be used for an overview of the meeting room.





SETTING UP PRIMARY PC



3. Using GoToMeeting/GoToWebinar requires client software installed on your PC. To test whether this software can be installed, go to this webpage and join a live test session. To get familiar with the GoToMeeting system you can review this webpage, for GoToWebinar – this webpage. You can also attend training sessions for both products (register on the above listed webpages).



4. There is always a brief download to join as each session has unique security encryption. Therefore in advance of the meeting start time, either go to http://joinwebinar.com and enter the Webinar-ID given by the chairman or an ECO staff member or click on the personal URL provided with the confirmation of your registration for the Primary PC.

[image: ]

5. If prompted, click Yes, Grant or Trust to accept the download. Then click on the “Launch GoToWebinar” button. When required, fill in the “Name” filed according to the following pattern: “Firstname_Lastname (Organisation)” (as in the picture below); also enter your e-mail. The text in the “Name” field will appear in the attendees list in the GoToWebinar system and will be visible to the chairman, his/her assistant and other attendees.



[image: ]





6. When the webinar starts, you are connected as “attendee” in a “listen only” mode (i.e. muted). You can choose between “Telephone” (if the local tall number was provided for your country) and “Mic & Speakers” (VoIP, the default setting) options to join the meeting. To be able to take part in the discussion, check your audio setup (microphone and speakers).



[image: ][image: ]




SETTING UP SECONDARY PC



7. Secondary PC can be optionally used to view the meeting room through a web-camera installed in the meeting room. If possible, use a different Internet connection for the Secondary PC to keep a sufficient bandwidth for the Primary PC.



8. Connection to this web-camera can be established in one of the two ways, depending on the advice given by the meeting organizer:

· either by going to a specific IP-address and, optionally, entering a password, or

· using the GoToMeeting application.

 

Using IP-address for web-camera

9. Open your browser and go to a specific IP-address given by the meeting organizer. Optionally, enter the password. Switch to a full screen mode to have a better overview of the meeting room.



Using GoToMeeting for web-camera

10. Using GoToMeeting/GoToWebinar requires client software installed on your PC. To test whether this software can be installed, go to this webpage and join a live test session on your Secondary PC.

11. [image: ]There is always a brief download to join as each session has unique security encryption. Therefore in advance of the meeting start time, either go to http://joingotomeeting.com and enter the Meeting-ID given by the meeting organizer or click on the URL for web-camera provided with the confirmation of your registration.





12. If prompted, click Yes, Grant or Trust to accept the download. Click on the “Launch GoToMeeting” button when the download is complete. When required, fill in the “Name” filed according to the following pattern: “Firstname_Lastname (Organisation)” (as in the picture below); also enter your e-mail. The text in the “Name” field will appear in the attendees list in the GoToMeeting system and will be visible to the attendees on their secondary PCs.

[image: ]



13. When the GoToMeeting session is started, expand the window showing the meeting room to full screen and follow the meeting visually. You will be able to see people with raised hands in the meeting room (this will help you to identify a person in addition to his/her introduction by the chairman when giving the floor to this person). You will be also able to see when sessions are about to start after coffee breaks/lunch.


PARTICIPATING IN THE MEETING (Primary PC)

14. [bookmark: _GoBack]You will be able to see a copy of the chairman’s PC screen (which is also displayed on the big screen in the meeting room) and hear the chairman and the participants in the meeting room when they talk to their table microphones.



15. In your control panel you can do the following:



a. [image: ][image: ]Expand and collapse your control panel 

[image: ]



b. View the Chairman’s PC screen in Fullscreen mode







c. [image: ]Send written questions on the procedure- and connection related issues which may be answered by the assistant (answers will appear within the “Questions” pane). 





d. [image: ]“Raise hand” to request the floor. This request will be visible to the chairman and to the assistant. You can lower “raised hand” using the same button.





e. When invited by the chairman/assistant to take the floor, make sure your name and affiliation are clearly identified and check that you are unmuted (see the green icon on the picture below) before going into the discussion.



[image: ]





f. You can present a document located on your PC which will be displayed on the big screen in the meeting room and also on the PCs of all other virtual participants. Your voice will be heard by both physical and virtual participants.

To allow for this remote presentation, the chairman/assistant can temporarily make you “Presenter”: have your document open on your PC and choose it from the list of applications when prompted (see example below). Talk directly to the microphone.



 [image: ]





When your presentation is over, the chairman will take the “Presenter” role back and you’ll be notified accordingly (see picture below). You will be also muted.



[image: ]



As you were “Presenter”, the GoToWebinar system has upgraded your status to the “Panelist” and the function “raise hand” has been removed from your control panel. To get it back, you’ll need to close the current session and to reconnect to it again as an attendee (repeat steps 4 and 5).



Should you connection fail, you can always re-connect to the session by repeating steps 4 and 5.
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ECO Guide for chairmen
ECO Guide on virtual participation for chairmen



1. Virtual participation in physical meetings is implemented by means of a GoToWebinar application and requires an assistant, preferably sitting next to the chairman, who is well familiar with the software. The audio system (speakers and table microphones) in the meeting room shall be connected to the assistant’s PC to allow for two-way audio communications between the physical meeting and virtual participants. Optionally, a web-camera can be provided either through a direct IP-address or through a GoToMeeting application in order to allow for an overview of the meeting room for virtual participants.



2. [bookmark: _GoBack]Using GoToMeeting/GoToWebinar requires client software installed on your PC. To test whether this software can be installed, go to this webpage and join a live test session. To get familiar with the GoToMeeting system you can review this webpage, for GoToWebinar – this webpage. You can also attend training sessions for both products (register on the above listed webpages).



3. In advance of the meeting start time (at least 30 minutes) open the discussion document (e.g. meeting’s agenda) and let the assistant (an ECO staff member or other person) to prepare your PC for sessions with virtual participation. 



Alternatively, you can prepare your PC yourself following the instructions in the Annex and coordinating your steps with the assistant.





4. Agree with the assistant on the method of giving the floor to virtual participants. The assistant, when giving the floor to a virtual participant, will be introducing him/her to the meeting. Always introduce physical participants in the meeting room, at least mentioning their affiliation, when giving them the floor.



5. Virtual participants are advised that there is a technical possibility for them to do the following:

· listen to audio coming from any unmuted microphone, either in a meeting room or from other virtual participants;

· request the floor by ‘raising hand’ in the control panel;

· make verbal comments, when prompted by the chairman, which will be heard by both physical and virtual participants;

· write some text directly in the discussion document if prompted by the chairman;

· present own documents to both physical and virtual participants if prompted by the chairman;

· send written questions on the procedure and connection related issues to the assistant.



6. In case there is a need for a physical participant in the meeting room to present a document, he/she shall join the GoToWebinar session and temporarily made “Presenter” by the assistant. This person can either present the document from  his/her place or go to the chairman’s place and connect the meeting room’s video projector to his/her PC.  Any table microphone can be used. In both cases the document will be visible on the big screen in the meeting room and on the PC’s of virtual participants. 
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Annex - setup of chairman's PC

[bookmark: _GoBack]Annex


SETTING UP THE CHAIRMAN’S PC





1. In advance of the meeting start time (at least 30 minutes) check with the assistant (an ECO staff member or other person) that the GoToWebinar session for virtual participation has been started.





2. Either go to http://joinwebinar.com and enter the Webinar-ID given by the assistant or click on the personal URL provided by the system with the confirmation of your registration to the scheduled GoToWebinar session for virtual participation.


[image: ]





3. If prompted, click Yes, Grant or Trust to accept the download. Then click on the “Launch GoToWebinar” button. When required, fill in the “Name” filed according to the following pattern: “<Name_of_the_group> Chairman” (see example in the picture below); also enter your e-mail. The text in the “Name” field will appear in the attendees list in the GoToWebinar system and will be visible to all virtual participants.





[image: ]








4. Open the discussion document (for example, meeting’s agenda) on your PC and inform the assistant.











5. The assistant will make you “Organizer” and then “Presenter”. When prompted by the system to show your screen, choose the option “Screen – CLEAN”.


 


[image: ]





6. The discussion document on your PC can now be seen by the attendees. The transmission of sound will be started by the assistant who will notify you accordingly.
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ECO Guide for chairman's assistant
ECO Guide on virtual participation for chairman’s assistant

1. Virtual participation in physical meetings is implemented by means of a GoToWebinar application and requires an assistant, preferably sitting next to the chairman, who is well familiar with the software. The audio system (speakers and table microphones) in the meeting room shall be connected to the assistant’s PC to allow for two-way audio communications between the physical meeting and virtual participants. Optionally, a web-camera can be provided either through a direct IP-address or through a GoToMeeting application in order to allow for an overview of the meeting room for virtual participants.

2. Using GoToMeeting/GoToWebinar requires client software installed on your PC. To test whether this software can be installed, go to this webpage and join a live test session. To get familiar with the GoToMeeting system you can review this webpage, for GoToWebinar – this webpage. You can also attend training sessions for both products (register on the above listed webpages).

3. At least 30 minutes in advance of the meeting start time do the following:



3.1. Start the web-camera in the meeting room (optional).



3.2. Advised by the relevant ECO expert launch a new or a scheduled GoToWebinar session on the assistant’s PC (your PC) or join the session remotely launched by the ECO expert who will make you an “Organizer”.  



3.3. Go to “Preferences” in the GoToWebinar (right click on the blue flower) and put “Meeting room” in the “Name” field under “General”. Also make sure that the “Stop screen sharing after” option is NOT ticked (see the picture).

[image: ]

3.4. [image: ]Go to the “Connection” menu item and test your connection.



3.5. Activate the connection between the audio system in the meeting room and the assistant’s PC or request an authorized person to do this.



3.6. Go to the “Audio” menu item:

· choose “Line In” in the “Microphone Setup” and test the microphone on the chairman’s table;

· [image: ]test the meeting room speakers by clicking on the “Play Sound” button, adjust the sound to a comfortable level by moving the sliding cursor (see the picture).

3.7. Test the virtual participation system with the help of the relevant ECO expert or other colleague who should perform as a virtual participant. Adjust the audio settings on the assistant’s PC if necessary.

 

4. Enable the first three options in the “Options” menu item of the GoToWebinar control panel.



[image: ]



5. Make sure that the discussion document (e.g. meeting’s agenda) is open on the chairman’s PC.



6. Go to http://joinwebianr.com on the chairman’s PC and join the session by entering the Webinar ID and the chairman’s e-mail. If prompted, click Yes, Grant or Trust to accept the download. Then click on the “Launch GoToWebinar” button. When required, fill in the “Name” filed according to the following pattern: “<Name_of_the_group> Chairman” (see example in the picture below); also enter the chairman’s e-mail. The text in the “Name” field will appear in the attendees list in the GoToWebinar system and will be visible to all virtual participants.

[image: ]



7. On the assistant’s PC go to the “Attendees” pane and make the chairman “Organizer” (right-click on the name in the list of attendees). He/she will now appear in the “Staff” pane. Go to the “Staff” pane and make the chairman “Presenter” (right-click on the name in the list of staff members).



8. The Chairman shall choose the “Screen - CLEAN” option when prompted. 



9. Send the Webinar ID to the registered virtual participants and invite them to join the session (in case the webinar was not scheduled in advance where participants receive personal URLs).



10. The discussion document on the chairman’s PC can now be seen by the attendees. Sound is not being transmitted yet.



11. Start broadcast on the assistant’s PC by clicking on the “Start Broadcast” button. The attendees are now in the “listen only” mode (i.e. muted) and can hear sound from any turned on microphone in the meeting room.

[image: ]







12. Agree with the chairman on the method to give the floor to the virtual participants (attendees).



13. Attendees are advised to ask procedure- and connection related questions by using the “Questions/Chat” pane of their control panel which will be visible only to “Organizers” and envisaged to be answered by the assistant. 



14. If an attendee “raises hand”, it will appear either next to his/her name in the list of attendees or as the lowest icon in the control bar (if the “Attendee List” pane is collapsed).



[image: C:\Users\Gulyaev\AppData\Local\Temp\SNAGHTML1c47126b.PNG] [image: ]



15. [image: ]Give the floor to individual attendees with raised hands by unmuting their microphones (click on the crossed out green microphone icon next to their names in the “Attendees” pane) and introducing them to the meeting before inviting them to go ahead with their comment. 

16. [image: ]When an attendee speaks, adjust the sound level using the sound icon in the right end of the taskbar on the assistant’s PC if necessary.



17. Attendees can make written proposals to the discussion document if they are given control over it by the “Presenter” (the chairman). The chairman will always have a priority over mouse/keyboard.



[image: ]







18. An attendee can also request a permission to present a document to the meeting. In this case he/she should be made “Presenter” by the assistant with consent of the chairman (right click on the attendee’s name in the list of attendees). When the presentation and discussion is over, the chairman shall be made “Presenter” again by the assistant. The attendee (who will now appear in the “Staff” pane) shall be muted and can be dismissed and requested to re-connect if he/she wants to keep the option “raise hand” (after the re-connection the attendee will again appear in the “Attendees” pane).



19. Always remember to mute unmuted attendees by clicking on the green microphone icon next to their names in the list of attendees as well as to lower raised hands by clicking on the “raised hand” icon next to the attendees’ names when the discussion is over.



20. In case there is a need for a person in the meeting room to present a document, this person shall also join the GoToWebinar session. He/she shall be then made “Presenter” (right-click on the name in the “Attendees” pane) and muted by the assistant as soon as he/she appears in the “Staff” pane (to avoid echo). This person shall make sure that his/her PC speakers are not conveying any sound into the meeting room. This person can either present the document from  his/her place or go to the chairman’s place and connect the meeting room’s video projector to his/her PC.  Any table microphone can be used. In both cases the document will be visible on the big screen in the meeting room and on the PC’s of virtual participants. When the presentation is over, the chairman should be made “Presenter” again and the newly joined attendee from the meeting room shall be dismissed by the assistant.



21. Make sure physical participants in the meeting room are clearly identified when they take the floor.



22. If needed, the sound from attendees can be immediately turned off by unplugging the cable connected to the “audio out” port of the assistant’s PC or by using the table audio switch (optional).



23. When the meeting is over for the virtual participants, end the Webinar session for all and also switch off the web-camera in the meeting room.
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IT-security related information.doc
IT-security related information for GoToMeeting / GoToWebinar


GoToMeeting and GoToWebinar are commercial products of Citrix Online (www.citrixonline.com). 

1. SYSTEM REQUIREMENTS

For PC-based participants:

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


· Windows® 2000, XP, 2003 Server or Vista 


· Cable modem, DSL, or better Internet connection 


· Minimum of Pentium® class 1GHz CPU with 512 MB of RAM (recommended) (2 GB of RAM for Windows® Vista)


For Mac-based participants:

· Safari™ 3.0 or newer, Firefox® 2.0 or newer (JavaScript™ and Java™ enabled) 


· Mac OS® X 10.4 (Tiger®) or newer 


· PowerPC G4/G5 or Intel processor (512 MB of RAM or better recommended) 


· Cable modem, DSL, or better Internet connection


Participants wishing to connect to audio using VoIP will need a fast Internet connection, a microphone and speakers (a USB headset is recommended).

2. INSTALLATION

Users of GoToMeeting/GoToWebinar can either:

· join a meeting, or


· host a meeting.

To install GoToMeeting software, go to www.gotomeeting.com and click on the link “Download GoToMeeting” on the front page. 


If Java is installed on your PC it will be used to facilitate the download, if not ActiveX will be used for download if enabled in the Browser settings. If neither Java nor ActiveX are available the user will be prompted to proceed with manual download. A short executable file g2m_download.exe (110 KB) will be run on the computer and install the needed software for joining/hosting online meetings.

No admin rights are needed to run this file.


Once the software is downloaded and installed, right-click the orange GoToMeeting icon [image: image1.png]



located in your system tray to choose one of the options (“Schedule a meeting”, “Join a session” etc.). 


To join a GoToMeeting session one does not need a GoToMeeting account.


To host a GoToMeeting session one needs to log in to one of the ECO accounts (prompted by an ECO expert). In this case the user will need to adjust his/her browser's privacy settings to accept cookies. GoToMeeting primarily uses cookies to provide users with secure access to their accounts.

Below we provide you with some additional security related information in the form of Questions&Answers which was taken from the GoToMeeting website.

3. CONNECTION

In most cases getting connected to GoToMeeting should not be a problem. You need to click on the link sent to you by e-mail and you will be prompted by the system.

If this does not work you can go to www.joingotomeeting.com and enter the meeting ID which was indicated in the invitation e-mail.


If you are still not able to connect, please proceed as follows:


1. Download the GoToMeeting Connection Wizard from www.gotomeeting.com/wizard. Once downloaded make sure all Internet browser windows are closed and run the downloaded Wizard. On completion of the Wizard try GoToMeeting again to see if the problem has been resolved.


2. If there is still a problem run the Wizard again and this time at the end of the tests click on the “Additional Support” button and then the “Email Test Data” button. Use e-mail address support@citrixonline.com  (or direct e-mail stephen.smith@citrix.com) as the “Send to” address and the Citrix IT personnel will be able to examine the log files to determine the source of the problem.


Information on the optimal configuration of your company’s firewall can be seen at http://www.citrixonline.com/iprange.


While the connection problem is being resolved you can always use the conference call number (please request the meeting organizer to enable this) to call in the session and participate as others except for being able to share documents online.


4. QUESTIONS AND ANSWERS

This section contains additional IT-security related information taken from www.gotomeeting.com. 

How do I join an online meeting?


You do not need a GoToMeeting account to attend a GoToMeeting session. You participate as a guest of the meeting organizer, at no cost to you. Here’s how:


1. Go to www.joingotomeeting.com. 


2. Type or paste in the Meeting ID provided by the meeting organizer. 


3. Click "Yes" or "Always" (or "Trust" on a Mac) if prompted to accept the download. 


4. If requested, enter the meeting password provided by your meeting organizer. You will be entered into the meeting and the Attendee Control Panel and GoToMeeting Viewer Window will appear.


You can also initiate the process of joining a meeting by clicking the link sent to you in an email or instant message invitation or by clicking the "Join a Meeting" button on the GoToMeeting.com home page

Do I need to allow cookies in my Internet Browser to use GoToMeeting?

If you want to sign up to try or buy GoToMeeting online, or if you need to log in to an existing account, you will need to adjust your browser's privacy settings to accept cookies. GoToMeeting primarily uses cookies to provide you with secure access to your account


Is my online meeting session secure?


Your GoToMeeting session is completely private and secure. GoToMeeting uses built-in, always-on security measures to protect user privacy and access to data and computers. It is the only online meeting solution that uses end-to-end 128-bit AES (Advanced Encryption Standard) encryption for all meeting data, which includes screen images, files, keyboard and mouse input and chat text.


How does GoToMeeting work with firewalls?


When GoToMeeting software is activated on a computer, it initiates one or more outbound, SSL-protected TCP connections with the GoToMeeting service, using ports that are already open in most firewalls and proxies (ports 8200, 443. and/or 80). Whichever connection responds first is used, and the others are dropped. It thus provides a high degree of compatibility with your existing network security. 

Can I catch or pass on a virus or be exposed to spyware by hosting or attending a meeting?


No, it is not possible to catch or spread a virus or become exposed to spyware when you are using GoToMeeting as either a host or attendee. GoToMeeting screen-sharing technology preserves the secure barrier between systems.

How do I ensure that only invited attendees can gain access to my meetings?




In addition to the randomly generated 9-digit meeting ID, meeting organizers can specify and require a password, which is never transmitted to Citrix Online in any form. Since we cannot prevent invited attendees from sharing meeting IDs and passwords with others, we recommend that meeting organizers stress the importance of keeping meeting invitations confidential to their invitees. Finally, meeting organizers can always dismiss an unwanted attendee by clicking the name in the Attendee List and selecting Dismiss from the drop-down menu.


� Version of 11 January 2010
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NOTES ON USING GOTOWEBINAR 
GoToWebinar organizers may hold Webinars for up to 1,000 attendees. The Webinar process can be broken into three 
stages: Webinar Planning, Webinar Presentation and Webinar Follow-up. 


Organizers need to first log in to GoToWebinar and activate their GoToWebinar accounts before they can begin the 
Webinar setup process. For GoToMeeting Corporate plans, contact your company administrator if you don’t have an 
account already. 


 


Webinar Checklist 


 Schedule (date, time, topic) 


 Customize Settings (branding, registration, polling, survey) 


 Promote (registration report, secondary invitations/tailored messaging, reminders, follow-up) 


 Practice 


 Present 


 Webinar Follow-up 


 


 


 


SCHEDULE 
1. Log in to www.gotowebinar.com. 


2. Click Schedule a Webinar in the left navigation menu and a three-step Schedule a Webinar page will load. 


Step 1: Webinar Details - Enter your Webinar Details and click Save and Continue. 


Step 2: Branding and Theme - Brand your Webinar communications and Webinar Waiting Room with a theme and 
company logo. Preview your work and click Save and Continue. 


Step 3: Registration - Customize your Webinar registration form and click Save and Email me the Invitation. 


Using GoToWebinar Total Audio Service 


GoToWebinar includes an audio conference 
service at no extra cost to you. Choose 
between phone and Voice over Internet 
Protocol (VoIP) or allow both options. You 
can also include local toll dial-in numbers 
for European countries. 


You may decide to use this service or 
choose another method of bringing audio to 
your online Webinars (click Provide your 
own conference call number). 


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 VoIP and audio 
management) do not apply. 
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CUSTOMIZE or EDIT 


Once a Webinar is scheduled, organizers can customize or edit additional aspects of the Webinar.  


1. Log in to your account and scroll to the Webinar you want to customize or edit. 


2. Click the Change Session Settings drop-down menu and select the feature you want to customize or edit.   


                           
PROMOTE 
 


Invite Participants 


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


1. 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. 


 
If you make any changes to the Registration Form you will need to resend yourself the Webinar Invitation. 


1. Log in to your account. 


2. On the 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. 


 


Track registrations 


1. Log in to your account.  


2. On the My Webinars page, click   next to the Webinar date for which you want to view registrants. 


3. Click PDF, CSV, Excel or HTML to download a registration report, or refer to the at-a-glance summary of 
registration statistics. 


  


PRACTICE 


Before the day of your Webinar you should allow time to practice your Webinar and include any other Webinar 
organizers and/or panelists. 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 will apply to the practice 
session. 


 
Practice Your Webinar 


1. Log in to your account. 


2. On the My Webinars page, find the Webinar you want to practice and click Practice. 


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


Note: While in Practice mode, registrants will not be able to join the Webinar. You can click the Start button on the 
GoToWebinar Control Panel to start your Webinar and allow registrants to join. 


 
PRESENT 
 


Start a Scheduled Webinar 


1. Log in to your account. 


2. On the My Webinars page, locate the Webinar you want to start and click the Start button. 


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


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


4. Join the audio portion of the Webinar. 
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Manage the GoToWebinar Total Audio Service 


 


Start the Webinar 


• VoIP and Telephone: If you have selected  the option 
to use either VoIP 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. 


 


 


 


 


 


 


• 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. 


 


 


 


 


 


 


 
VoIP Best Practices 


Audio quality can vary based on your audio software/hardware manufacturer as well as your operating system. When 
using VoIP, the following best practices are recommended: 


• 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 on the Audio tab in GoToMeeting/GoToWebinar Preferences menu, it is 
recommended to start your Webinar in Practice mode with other organizers or panelists to provide feedback on 
your voice quality. 


• For optimum sound quality, a headset is recommended, preferably a USB headset for ease of use.  


• If a headset is not available, a microphone is required, preferably a USB microphone for ease of use.  


• If using a microphone, it should be at least 1.5 feet away from any speakers built in or connected to your 
computer. 


• Unplug any devices, such as a Webcam, that have a built-in microphone. 


• The use of a Webcam microphone is not recommended. 


• If you plan to record your meeting, be sure to test the recording feature while in Practice mode. 
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Dial In to the Conference Call Using the GoToWebinar Audio Service 


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 Function Action 


*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 Exit Exits the organizer from the conference call. 


*4 Menu Provides a menu of available conference commands. 


*5 
Mute/Unmute 
Organizers and 
Panelists 


Sets mute and un-mute for organizer and panelist lines. By default, organizers 
and panelists are first joined unmuted. Pressing * 5 cycles through the following 
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 
Mute/Unmute 


Organizer can mute his/her line. Pressing *6 again will unmute the line. 


*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 


 


 


Manage Attendee Audio 


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


Note: Up to 25 attendees can be 
unmuted at any one time (this is a 
combination of VoIP and phone 
attendees). 


 


Attendee, joined via VoIP, 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 (c) 


Attendee, joined via VoIP,  
unmuted (d) 
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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 organizers access to various organizer and presenter functions. The Control Panel can be 


customized – panes can be re-ordered and those with  can be un-docked from the Control Panel and resized. 


 Dashboard, Audience View and Recording panes are not available in the Mac Organizer Control Panel. 


 


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 the Presenter Screen Tools 
Pane section of this guide) (b) 


Grab Tab 


Enables presenter to minimize the Control Panel to 
the side of the desktop to display his/her full 
desktop to attendees and still access Screen 
Sharing tools (see the Presenter Control Panel Grab 
Tab section of this guide) (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 the Dashboard Pane section of 
this guide) (d) 


Attendee List Pane 


Provides organizers with the ability to manage all 
Webinar attendees (see the Manage Attendees 
section of this guide) (e) 


Audio Pane 


Enables organizers to manage their audio format, 
audio service and audio setup (see the Audio Pane 
section of this guide) (f) 


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 


 


a


b


c


d


e


f


g
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Presenter Control Panel Grab Tab 


 


 
No attendees 


 have  
arrived 


Attendees 
arrived, 


presenting 
desktop 


Attendees 
arrived, 


presentation 
paused 


Attendees 
arrived, 


presentation 
stopped 


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


Click to show/hide Control Panel (b) 


Shows On Air status (c) 


Shares screen. Right-click for screen 
sharing options (d) 


Stop screen sharing (e) 


Grant shared keyboard/mouse control 
to another organizer or panelist (f) 


Pass presenter role to another 
organizer or panelist (g) 


Use Drawing Tools to annotate your 
presentation (h) 


  


 


 


 


 


 


 


 


 


  


 


 


 


 


 


        
 


 


Record a Webinar 


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


2. Click Settings in the Recording pane and confirm that 
your Audio and Video options are set correctly. For 
detailed Audio and Video options, click on the Need 
audio help? link and Learn more links, respectively. 


Note: Be sure to check your audio device settings 
under the Audio tab.  


3. In the Save in: section, click the Browse button to 
identify where you would like to save your recording. 


Note: For optimum recording performance and in-
session experience, it is recommended that you select 
a location on your local hard drive. 


4. Click OK to save your settings. 


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


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


7. Click File and select End Webinar for all to view the completed recording. 


 


Troubleshooting Webinar Recording 


To troubleshoot recording, please see http://www.gotomeeting.com/s/audiohelp and 
http://www.gotomeeting.com/s/audiolearn. These links can also be accessed from the recording category under 
Organizer Preferences. 
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Manage Attendees 


Organizers can manage attendees and the Webinar staff through the Attendee List pane, either by column or by right-
clicking each organizer or panelist name. 


 


Attendee List Pane  


 


Click tabs to view Attendee or  
Staff list (a) 


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) 


Right-click attendee name for  
attendee options (f) 


Shows attendee has raised hand (g) 


 


 


Attendee Right-click 


Pass presenter role – this also promotes 
attendee to panelist (a) 


Promote to panelist role (b) 


Promote to organizer role (c) 


Allow this attendee to view  
Attendee List (d) 


Send chat to this attendee. Attendees  
will see chat in their Questions pane.  
Staff will see chat in their Chat pane (e) 


Dismiss attendee from the Webinar (f) 


 


  


 


 


 


 


 


a
b


c
d
e
f
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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 and audience attentiveness and hand raising. 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. 


 Mac users do not have a Dashboard pane. 


 
Timer begins when Presenter clicks Show My Screen (a) 


Attentive = attendee’s Viewer is in foreground 


Inattentive = attendee’s Viewer is not in foreground (b) 


Quick-view of number of attendee questions in the queue. 
Click the number to open the Questions pane (c) 


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


 


 


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) 


 


 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. Panelists can only answer privately to an attendee. 


 


a b c d e 


a


b
c
d
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Polling 


Organizers can use polls to revive and engage an audience or to focus its attention. Polls can be created pre-Webinar 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. 


 


 To launch a poll 


1. In the Polls pane, scroll to the poll you want to launch and click the Open Poll button. Attendees will see the 
poll in their Viewer Window. 


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


 


 To show poll results 


1. In the Polls pane, scroll to the poll for which you want to show the results. 


2. Click the Show Results button. 


3. Click Hide Results to resume your presentation. 


 


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


 


End a Webinar 


1. On the GoToWebinar Organizer Control Panel file menu, select Exit – End Webinar. 


2. On the End Webinar confirmation dialog box, click Yes. 


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 or panelist to Webinar organizer. 
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WEBINAR FOLLOW UP 
 


Webinar Analysis 


GoToWebinar organizers can get a snapshot view of Webinar statistics once a Webinar has ended. The snapshot view is 
located in Webinar History on the GoToWebinar Web site. Organizers can view such statistics as the number of 
registrants versus attendees and how many surveys were submitted (if created). Organizers can also access the 
Performance Report and the Attendee Report, as well as links to Webinar follow-up tasks. 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 
 


 


 


 


 


 


Generate Reports 


Organizers can get detailed Webinar information by using the Generate Reports feature. This reporting feature allows 
organizers to view various statistics on Webinars for any date range in either PDF, HTML or Excel® format. 


 


 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): 


• Registration Report 


• Attendee Report 


• Performance Report 


• Recorded Webinar Report (GoToMeeting Corporate plans only) 


4. Click Next. 


5. Select the Date Range. 


6. Select a Webinar. 


7. Select the Report Format (PDF, HTML, Excel or Comma Delimited Text). 


8. Click Generate Report. Your report will load in a new window. 
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REGISTER FOR A WEBINAR 
1. Click the registration link or button provided on a registration Web site or in an invitation email. 
2. Complete the registration form.  
3. You will receive an email confirming your registration for the Webinar, along with the option to 


add the Webinar information to your Outlook® Calendar. 
Note: Some Webinars may require organizer approval prior to the delivery of a confirmation email. 


 
JOIN A WEBINAR 
1. At the time of the Webinar, open the Webinar confirmation email or Outlook appointment.  
2. Click the Join Webinar link provided in the confirmation email or Outlook appointment.  
3. If prompted, click Yes, Grant or Trust to accept the download.  
4. If requested, enter the Webinar password provided by your Webinar organizer. 
5. Join the audio portion of the Webinar. Audio information is provided in the Audio pane of your 


Control Panel, in the Webinar confirmation email and in the Outlook appointment. 
 
AUDIO OPTIONS 
Audio choices are determined by the Webinar 
organizer. Your choice of audio mode is provided in 
the Audio pane of your Control Panel. By default, you 
will be joined into the Webinar muted.  
 
If the option to Use Mic & Speakers is available you 
can join the Webinar via VoIP.  
 
Note: If you choose to join via VoIP, you will need speakers to 
listen to the Webinar and a microphone to speak (if the organizer 
gives you speaking rights). 


 
VoIP Best Practices  
If you join the Webinar using VoIP, please note that audio quality can vary based on your audio 
software/hardware manufacturer as well as your operating system. When using VoIP, the following 
best practices are recommended:  
• For optimum sound quality, a headset is recommended, preferably a USB headset.  
• If a headset is not available, speakers are required to listen to the Webinar and a USB 


microphone to speak (if the organizer gives you speaking rights).  
• If using a microphone, it should be at least 1.5 feet away from any speakers built in or 


connected to your PC.  
• The use of a Webcam microphone is not recommended.  
• If you are unmuted by the organizer, you may need to turn the volume down on your speakers 


to avoid echo. 
 


 To switch audio formats during a Webinar  
If the organizer has given attendees a choice in how 
to join the audio portion of the Webinar, you can 
switch between using VoIP (Mic & Speakers) or your 
telephone during the Webinar session.  
 
In the Audio pane, select either Use Telephone or 
Use Mic & Speakers. If joining via telephone, be sure 
to enter the Audio PIN noted in your Control Panel. 
 
Note: If you choose to join via VoIP, you will need speakers to 
listen to the Webinar and a microphone to speak (if the organizer 
gives you speaking rights). 
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ACCESS WEBINAR HELP 
Click Help at the top of the Control Panel to access 
online help. 
 
 
USING THE CONTROL PANEL 
Once you have joined the Webinar you 
will see the Attendee Control Panel and 
Grab Tab. The Control Panel contains 
panes that can be expanded or collapsed 
by clicking the +/- on the left side of each 
pane.  
 
Note: Viewing the Attendee List, raising your hand 
and asking questions are only available if the 
organizer has enabled these features.  


 
 
 
• Attendee List (viewable only if organizer has 


enabled) (a)  
 
• Grab Tab – Click arrow to open/close Control 


Panel. Click square to toggle Viewer Window 
between full screen/window mode. Click hand 
icon to raise/lower hand. Click mic icon to 
mute/unmute your audio (if organizer has 
enabled) (b)  


 
• Audio pane – Select audio format. Click Audio 


Setup to select Mic & Speakers devices (c)  
 
• Questions pane– If turned on by an organizer, 


attendees can submit questions and review 
answers. Broadcast messages to attendees will 
also show here (d)  


 
• Type your question and click Send to submit it 


to the organizer (e)  
 
• Webinar details – Provided for quick reference 


(f)  
 
  
 
 
 
 
 
 
 
LEAVE A WEBINAR 
Click File and select Exit – Leave Webinar to exit a 
session. 


c 


a 


b 


d 


e 
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GoToMeeting Attendee Interface



NOTES

The GoToMeeting attendee interface is made up of two parts. The Viewer Window is where attendees see the presenter’s screen. The Viewer Window can be resized by clicking and dragging the lower right corner. The Control Panel is where attendees can interact with organizers.



Click 1, 2 and 3:

		Clicking the arrows on the Grab Tab opens and closes the Control Panel.





Click 4:

		Audio pane provides audio information. If the organizer has given attendees a choice, there are two options. Attendees joined via VoIP (Use Mic & Speakers) need speakers to hear and a microphone to speak if unmuted.





Click 5 and 6:

		Attendees joined via telephone must punch in their Audio Pin on their telephone keypad so that organizers can unmute them if desired.





Click 6:

		Attendees can communicate with organizers and other attendees through the Chat box (if enabled by the organizer). 





Click 7:

		In the View menu, uncheck “Auto-Hide the Control Panel” if attendees want their Control Panel to remain open.
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GoToWebinar Attendee Interface





1. Viewer Window

2. Control Panel



NOTES

The GoToWebinar attendee interface is made up of two parts. The Viewer Window is where attendees see the presenter’s screen. The Viewer Window can be resized by clicking and dragging the lower right corner. The Control Panel is where attendees can interact with organizers.



Click 1 and 2:

		Clicking the arrows on the Grab Tab opens and closes the Control Panel.





Click 3:

		Audio pane provides audio information. If the organizer has given attendees a choice, there are two options. Attendees joined via VoIP (Use Mic & Speakers) need speakers to hear and a microphone to speak if unmuted.





Click 4 and 5:

		Attendees joined via telephone must punch in their Audio Pin on their telephone keypad so that organizers can unmute them if desired.





Click 6:

		Attendees can communicate with organizers through the Questions box. This is also where answers and broadcast messages are received.





Click 7:

		Clicking the hand icon on the Grab Tab raises and lowers attendee’s hand.





Click 8:

		In the View menu, uncheck “Auto-Hide the Control Panel” if attendees want their Control Panel to remain open.
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