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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 GoToMeeting 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
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Webinar Follow-up

SCHEDULE

1. Log in to*www.gotowebinar.con].

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.

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

1. Click Edit in the corresponding box of the Manage Webinar page to customize branding and theme, the registration
form, polling and a post-Webinar survey.

PROMOTE

Inviting 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 I nvitation.

1. Onthe My Webinars page, click the expansion arrow P next to the Webinar title for which you want to resend the
Webinar Invitation.

2. Click Email me the invitation to send yourself the most up-to-date version of the Webinar I nvitation.

Tracking registrations

1. Log in to'www.gotowebinar.con].

2. Onthe My Webinars page, click the expansion arrow P next to the Webinar title you want to view.

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

Practicing your Webinar
1. Log in towww.gotowebinar.con].
2. Onthe My Webinars page, find the Webinar you want to practice and click Practice.

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

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

PRESENT

Starting a Scheduled Webinar

1. Log in towww.gotowebinar.con).
2. Onthe My Webinars page, locate the scheduled Webinar you wish to start and click the Start button.

3. If prompted, click Yes or Grant to accept the GoToWebinar download.
Your Webinar will start and the GoToWebinar Organizer Control Panel will appear in the right side of your desktop.

Using GoToWebinar Integrated Voice Conferencing Service

GoToWebinar includes a conference call service at no extra cost
to you. All participants dial a toll-based number that
GoToWebinar provides automatically. Participants are then
charged their standard long-distance rate for calling this toll-

Conference Call Service
To establish service for all future Webinars, et up in My Account.

based number, just as if they made a regular long-distance call.  grganizer Phone Humber: Organizer Access Code:
You may decide to use this service or choose another method of |6IJ=- 777 3333 | |11234=6?B
bringing audio to your online Webinars.
Panelist Phone Number: Panelist Access Code:
[605 772 3333 | [2234s6788
. GoToWebinar will automatically generate a conference call Attendee Phone Number: Attendee Access Code:
number and access code for each group of organizers, |EIJ'= 772 3444 | |334=6TSE?IJ

panelists and attendees.
International Toll Humber:

e Access codes are unique to each group, allowing for either
speaking or listen-only modes.

SR Organizer Phone Number and Access Code

The organizer phone number and access code is used to start a conference call and
allows access to conference call control features. The organizer access code also
allows the organizer to initially start the conference call in conjunction with the
panelist. The organizer phone number and access code should be kept private.

Speaking Mode Panelist Phone Number and Access Code

The panelist phone number and access code can be provided to anyone, including
attendees, who may need to join a conference call in speaking mode. GoToWebinar
Voice Conferencing can host up to 96 total participants in speaking mode.

. Attendee Phone Number and Access Code
Listen-only Mode

The attendee phone number and access code joins attendees to the conference call
in listen-only mode. Attendees cannot be un-muted.
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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. To start
the conference call for all participants, an organizer must press 1.

Note: Participants joining the conference call in listen-only mode (attendee number and access code) cannot be un-
muted. Participants joining the conference call in speaking mode (organizer/panelist numbers and access codes) can be
un-muted.

Organizer Commands

Command Feature Details
1 Start Starts the conference call.
2 Count Provides the number of participants currently on the conference call.
3 Exit Exits the organizer from the conference call.
4 Menu Provides a menu of available conference commands.
Mute/ Participants joining the conference call in speaking mode will, by default, be in
Un-mute open conversation mode. Webinar organizers can activate three speaking mode
5 options by pressing 5.
Audience * Mute speaking mode participants: participants can un-mute themselves
(speaking e Mute speaking mode participants: participants cannot un- mute themselves
mode only)  Open conversation mode (default)
Mute/ Mutes the organizer’s line. Pressing 6 again will un-mute the line.
uUn-mute
6
Organizer
7 Secured/ Secures the conference by blocking all other callers from entering. Pressing 7
Unsecured again will open the conference again to callers.
Tone Control | Sets entry and exit tones. By default, entry and exit tones are off. Pressing 8
sets the options.
8 e Entry tone off and exit tone on
e Entry tone on and exit tone off
e Entry and exit tones on
e Entry and exit tones off
Participant Command (Speaking Mode Only)
Command Feature Details
6 Mute/ Mutes the participant’s line. Pressing 6 again will un-mute the line.
un-mute
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Using the Organizer Control Panel

The Organizer Control Panel gives organizers access to various organizer and presenter functions. It is comprised of
five default panes - Screen Sharing, Dashboard, Attendee List, Audience View and the Webinar Information pane - and
the Grab Tab. Additional panes can be displayed from the Tools menu. The Control Panel can be customized - panes
can be re-ordered and selected panes can be pulled off and resized.

Additional Control Panel Panes

Additional panes can be displayed from the
Tools menu (see the Additional Control
Panel Panes section of this guide)

|

Screen Sharing Pane

Provides organizers with a visual reminder of On
Air status, the ability to show their screens,
pause showing their screens, pass keyboard

control and change presenters (see the Presenter
Screen Tools Pane section of this guide)

\

Dashboard Pane

Provides organizers with a quick view of the timer,
attendance, audience attentiveness, audience
satisfaction rating and number of questions in the
queue if Question and Answer is turned on (see
the Dashboard Pane section of this quide)

\

Grab Tab

Enables organizers to minimize the Control
Panel to the side of their desktops to display
their full desktops to attendees and still access
Screen Sharing tools (see the Presenter Control
Panel Grab Tab section of this guide)

Attendee List Pane

Provides organizers with a list of, and the
ability to manage, all organizers, panelists and
Webinar attendees (see the Manage Attendees

section of this guide)

Question and Answer Pane

Enables organizers to manage the Question and
Answer feature, including forwarding questions to
panelists (see the Question and Answer Pane
section of this guide)

Webinar Information Pane

/N

Provided for quick reference; may be edited or
copied into an email or messenger application (see
the Inviting Attendees During a Webinar section of

this guide)
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