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Getting Started

Welcome

GoToMeeting’s “simpler is better” approach to online meetings makes it the easiest, fastest,
most cost-efficient and secure online presentation and collaboration service available.

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

GoToMeeting incorporates industry-standard security features and end-to-end SSL encryption
to ensure that login information and meeting data are secure. The GoToMeeting architecture is
the most advanced security foundation available on the market and offers meeting hosts and
attendees true end-to-end data security. The high level of security provides a greater sense of
safety to meeting participants and allows GoToMeeting users to confidently present and
collaborate on any data. Users can rest assured that information such as sales forecasts,
financial data and M&A contracts will not be viewable to anyone except meeting participants.

With GoToMeeting, travel costs can be dramatically reduced or eliminated because meetings
can be held online with anyone, anywhere. Spend time meeting online rather than traveling,
getting through security or waiting in airports.

GoToMeeting’s All You Can Meet™ pricing model provides easy-to-understand billing that helps
you effectively budget and manage online meeting costs with no unexpected overage charges
or additional fees.

The emerging leader in online meeting technology, GoToMeeting was designed to make it
easier for everyone to organize and participate in online meetings. Make every meeting a
GoToMeeting and get more meeting done.

Meet Meet
Anytime Anywhere

Meet
with Many

Meet
One-to-One

Meet Meeting
Securely Done
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Using This Guide

Guide Structure
This guide is divided into five sections:

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

e Organizing and Conducting Meetings — This section is for GoToMeeting organizers
and covers how to schedule, view, edit, delete, start, conduct and manage attendees at
scheduled and impromptu GoToMeeting meetings.

e Presenting at Meetings - This section is for any GoToMeeting attendee who may be
given the role of presenting during a meeting. The section covers how to use
GoToMeeting Presenter controls.

e Attending Meetings - This section is for any GoToMeeting attendee and covers how to
join a meeting and how to use attendee features.

Personal and Corporate Users

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

© 2007 Citrix Online, LLC. All rights reserved. 6
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System Requirements

For Organizers

Required: Windows® 2000, XP Home, XP Pro, 2003 Server

Required: Internet Explorer® 5.0 or newer, Netscape® 6.0 or newer or Mozilla®
Firefox® 1.0 or newer

Required: Stable 56k, cable modem, ISDN, DSL or better Internet connection
Recommended: Minimum of Pentium® 400 MHz with 256 MB of RAM

For PC-based Attendees

Required: Windows 2000, XP Home, XP Pro, 2003 Server

Required: Internet Explorer 5.0 or newer, Netscape 6.0 or newer or Mozilla Firefox 1.0
or newer

Required: Stable 56k, cable modem, ISDN, DSL or better Internet connection
Recommended: Minimum of Pentium 400 MHz with 256 MB of RAM

For Macintosh®-based Attendees

Required: Mac OS® X 10.3.9 (Panther®) or newer

Required: Safari™ 1.3 or newer, Firefox 1.5 or newer on PowerPC G3/G4/G5, or Firefox
1.5.0.2 or newer on Intel® (JavaScript™ and Java™ enabled)

Required: Stable 56k, cable modem, ISDN, DSL or better Internet connection

Required: PowerPC G3/G4/G5 or Intel processor (G4 450 MHz with 256 MB of RAM or
better recommended)

For Meeting Recording

Required: Windows 2000, XP Home, XP Pro, 2003 Server
Required: Windows Media® Player Version 9.0 or greater
Required: Minimum Super VGA (800x600) or better
Recommended: 1.0 GB of hard disk space
Recommended: 1024 x 768 or higher screen resolution

Recommended: Minimum Pentium 800 MHz with 256 MB of RAM for transcoding to
Windows Media Player file format

For Instant-Messaging Integration

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

Note: Instant-Messaging Integration options are only available for use by GoToMeeting organizers.

For Microsoft® Office® Integration

Microsoft® Office® 2002 or later

For Outlook Integration

Microsoft® Outlook® 2000 or later

For Lotus Notes® Integration

IBM® Lotus Notes® Version 6.5

© 2007 Citrix Online, LLC. All rights reserved. 7
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Terms

Organizer - Organizers have accounts with GoToMeeting that enable them to schedule
and conduct meetings. Organizers are also the meeting host and the initial meeting
presenter, but may pass the presenter role to any other attendee. Organizers have the
ability to grant or revoke attendee privileges, invite or dismiss attendees during a
meeting and make other attendees organizers.

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

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

GoToMeeting Web Site - The Web site located at www.gotomeeting.conj is used by
organizers to manage their accounts and host meetings and by attendees to join
meetings.

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

Icon | Description

GoToMeeting is in Session — A meeting is in progress.

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

GoToMeeting is Connecting — The application is attempting to establish a connection
E':B with the server. This icon is animated to look like it is “filling up”. While connecting,
the user has a very limited set of menu options (Help, About, Exit).

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

% GoToMeeting is Offline — A connection has been made, but there is some temporary
network difficulty. The user will still have all menu options available.

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

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

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

Viewer - The Viewer is the window displayed on the attendees’ computers in which the
presenter’s PC desktop or shared application appears. The Viewer Window has its own
title and menu bars.

© 2007 Citrix Online, LLC. All rights reserved. 8
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e Presenter’s PC Image — The presenter’s PC image is the picture of the presenter’s PC
desktop or shared application that appears to attendees in the Viewer Window.

e Published Application — An application that is pushed to a client PC by Citrix
Presentation Server.

© 2007 Citrix Online, LLC. All rights reserved. 9
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Product Features

Intuitive User Interface: Easy-to-understand controls enable you to start and join
meetings in seconds without training.

Specific Application Sharing: Limits application sharing to the one application
organizers choose, so they don’t have to share their entire desktops, or worry about
receiving distracting pop-ups from instant messages or email.

Screen Clean: Presenters can click this option to instantly hide icons, wallpaper
background and toolbars on their desktops, so attendees won't be distracted by them.

Share Keyboard and Mouse Control: Securely collaborate on documents in real time.
Instantly Change Presenters: Enable any participant to present to the entire group.

Desktop Recording and Meeting Playback: Allows users to record and play back
meeting sessions to review meetings or send copies to absent colleagues or customers.

Chat Window: Chat online with any participant in the meeting.

Drawing Tools = Pen, Highlighter, Arrow, Spotlight: Gives all attendees the ability
to draw, highlight and point to items of interest right on the screen. Presenters have
additional ability to use the spotlight and can erase all markings on the screen.

Multiple Monitor Support: Integrates GoToMeeting with multiple monitor systems, so
users can use one for screen sharing and the other for different tasks, or share all of
their screens.

Transparent Control Panel: Allows presenters to keep their control panel open on
their screen while screen sharing and chatting.

Inactivity Time-Out: Provides added security by automatically stopping screen
sharing after a specified period of inactivity (i.e., no keyboard or mouse movement).
Default is 30 minutes, but setting is configurable up to one hour.

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

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

Reporting: Get detailed reports for trend analysis and ROI validation.

True 24-Bit Color: Share presentations, graphics, pictures and PC applications with all
meeting attendees in True 24-bit color.

Feature Notes

Organizers using GoToMeeting are limited to 10 meeting attendees, plus the organizer,
for a total of 11 people in each meeting.

Organizers using GoToMeeting Corporate may invite up to 25 meeting attendees, for a
total of 26 people in each meeting.

© 2007 Citrix Online, LLC. All rights reserved. 10
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Create Your Organizer Account — Personal Plan Organizers

Before they can schedule or start a meeting, first-time organizers need to create their
GoToMeeting accounts and download the GoToMeeting software. It generally takes less than 2
minutes to set up a GoToMeeting account.

> To create your account

1. Go towww.gotomeeting.conj and click the Try It Free button.

2. On the Create Account page, enter your information and click Create Account.
3. On the Download GoToMeeting page, click the Download button.
4

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

Create Your Organizer Account — Corporate Plan Organizer

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

P To create your account

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

In the email, click the activation link to create your organizer account.
On the Create Account page, enter your information and click Create Account.

On the Download GoToMeeting page, click the Download button.

a pr w N

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

© 2007 Citrix Online, LLC. All rights reserved. 11
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Install the GoToMeeting Application

The GoToMeeting application must be on the computer in order to schedule and host meetings.
The application will automatically download with creation of your organizer account.

P To install the GoToMeeting application

1.
2.
3.

Open an Internet browser and go to www.gotomeeting.conj.

In the left navigation bar, click Log In.

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

You will be logged in to your Organizer Web site and taken directly to the My Meetings
page.

At the bottom of the My Meetings page, click the re-install the GoToMeeting
software link.

The GoToMeeting application downloads to your computer.

The GoToMeeting application is installed on your computer; the GoToMeeting icon
appears in your system tray and is ready for use. ’_(p_

BN

EE

2123 PM
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The GoToMeeting System Tray Icon

The GoToMeeting system tray icon provides convenient access to all GoToMeeting functions. To
access functions, simply right- click the system tray icon and select the desired function.

Meet Now ...

Enables organizers to immediately
start impromptu meetings without
needing to enter meeting information

My Meetings

Provides organizers access to their
scheduled meetings and the ability to
add, edit or delete scheduled
meetings

About
Provides GoToMeeting software
version information

Exit
Closes the GoToMeeting application

Gololeeting™
Meet Now...
Schedule a Meeting. ..
My Meetings. ..
Join a Meeting. ..
Help

Preferences. ..
Abouk, .,

Exit

/
\

N

&8

Schedule a Meeting...
Enables organizers to schedule
meetings

Join a Meeting...

Enables organizers to join meetings
from the system tray icon

Help
Launches online help

Preferences
Provides access to user preferences

© 2007 Citrix Online, LLC. All rights reserved.
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Set GoToMeeting Application Preferences

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

P To set GoToMeeting preferences from the system tray icon
1. Right-click the GoToMeeting system tray icon and select Preferences.

2. Select the appropriate category for the set of preferences you want to customize - Start
Up, General, Meetings, Recording, Integrations or Connection.

3. Select your preferences.
4. Click OK.

P To set GoToMeeting preferences from the Control Panel during a meeting
1. When in a meeting, select Preferences from the Tools menu in the control panel.
2. Select the appropriate category for the set of preferences you want to customize
3. Select your preferences.
4. Click OK.

Note: Preference options outlined in this guide are specific to GoToMeeting. If your account is GoToWebinar enabled,
additional preference options will appear. For more information on GoToWebinar preference options, please refer to the

Start Up

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

1. “Automatically after I log in to Windows"” — This option starts GoToMeeting automatically
after you log in to your PC.

2. “Manually” - This option sets GoToMeeting to start only when you launch the
application from your Programs Menu.

3. Log in checkbox: "Remember me on this computer” — This will enable automatic log in
to the system.

1. “Remind me of upcoming meetings” — This checkbox becomes available if you
select "Remember me on this computer” and will provide you with reminders for
your scheduled meetings.

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

© 2007 Citrix Online, LLC. All rights reserved. 14
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General

The General category enables organizers to set general preferences.

“File save settings” — enables you to save the Chat Log to any drive or directory.

Security — Enables you to set the inactivity time-out, which will automatically stop
screen sharing if there is no keyboard input or mouse movement for the specified

period of time.

3. “Desktop notifications” — This option enables/disables various system messages to

appear to an organizer when specific meeting actions occur.

Meetings

The Meetings category enables organizers to determine what GoToMeeting options are

available to attendees during a meeting and set the default preferences for what the organizer

sees during a meeting. Options include:

x|

1. Enabling or disabling the | <ategory Meetings
ability for attendees to Ge‘immlf TR
ZTtaetnzr;i \Il_lli,\;v the when [ host & mesting, start out sllowing sttendess to
Integrations [] views the Attendee List
2. Enables the organizer to R [#] Chat

create a Chat Welcome
Message that will be
sent to each attendee
upon joining the
meeting.

3. Enabling or disabling
various system
messages to appear to
the organizer when
specific meeting actions
occur.

4. Selecting the desired
color for your
GoToMeeting Viewer
and Control Panel.

[ ]when attendees arrive, show them this chat message:

Shuowe e
[[]chat bubbles
[=] arrival and departure messages
[] Presenter change messages
[#]eyboard | mouse controller change messages
[Jiarganizer promotion messages
[#lusage tips

My inkerf ace color

Select Color: ~

Note: If you disable the chat bubble option, a new message icon will appear on the Grab Tab to notify you of new chat

messages as they are received.

5 =

“““ Designates a private chat

Designates a public chat

© 2007 Citrix Online, LLC. All rights reserved.
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