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Getting Started  

Welcome 

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

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

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

Citrix GoToWebinar is the most robust online event offering available. Not only does 
GoToWebinar have all the necessary features to hold effective and successful sales, marketing 
and training events, but it remains the easiest and most cost-effective solution on the market. 
GoToWebinar is truly the most robust online event product available when considering 
functionality, price, simplicity and performance.   
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Using This Guide  

Guide Structure 

This guide is divided into four sections:  

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

Webinar Planning  This covers how to schedule, customize, track and practice 
GoToWebinar Webinars. 

Webinar Presentation  This section covers how to start, conduct, record and 
manage attendees at scheduled GoToWebinar Webinars. 

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

Personal and Corporate Users 

This user guide addresses both GoToWebinar Personal users and GoToMeeting Corporate 
users. While most features apply to both users, some content relates to just one. This guide 
will clearly note any user-specific content. 
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Useful GoToWebinar Terms  

 
Attendee: An attendee is any person who joins a Webinar with no pre-specified role. By 
default, attendees can view the presenter's screen. Attendees have very limited privileges. 

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

 

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

Icon

 

Description 

 

GoToMeeting I s in Session  A meeting is in progress. 

 

GoToWebinar I s in Session 

 

A Webinar is in progress. 

 

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

 

GoToMeeting/GoToWebinar I s Connecting  The application is attempting to establish 
a connect ion with the server. This icon is anim ated to look like it is filling up. While 
connecting, the user has a very limited set of menu options (Help, About, Exit). 

 

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

 

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

 

GoToMeeting/GoToWebinar I s Not Connected  A connection could not be established. 
The user has a very limited set of menu options (Help, About, Exit). 

 

Hallway: The Hallway is a dialog box presented to attendees that arrives either during a 
Practice Session or before an organizer has started a live Webinar. Once an organizer has 
started the live Webinar, the Hallway dialog box will disappear and attendees will see the 
Waiting Room. 

 

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

 

No-Show: A No-Show is someone who registered but did not attend the live Webinar. 

 

Organizer: An organizer is the person who schedules and starts a Webinar. There can be 
more than one organizer. On GoToMeeting Corporate plans, all organizers specified pre-
Webinar have equal rights to view/create/modify the pre-  or post-Webinar information on 
the Web site. Organizers can also be promoted in-session but do not have post-Webinar 
privileges. 

 

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

 

Post-Webinar: Time frame after the Webinar ends when tasks are done on the 
GoToWebinar Web site, such as reporting, archiving a recording or sending out a follow-up 
email. Only organizer(s) have tasks post-Webinar. 

 

Practice Session: The Practice Session allows organizers to practice their Webinar before 
going live. Only organizers and panelists can join a Practice Session. 
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Presenter: A presenter is the person showing his/her desktop. The current presenter can 
then pass this role to another organizer or panelist. 

 
Pre-Webinar: Time frame before the Webinar begins when tasks are done on the 
GoToWebinar Web site, such as scheduling a Webinar, monitoring the registration count or 
creating in-session polls and surveys. Only organizers have tasks pre-Webinar. 

 
Registrant: A registrant is any person who has registered for a Webinar. 

 
Viewer Window: The Viewer Window is the window that appears on the at tendee s 
computer displaying the presenter s PC desktop or shared applicat ion. The Viewer Window 
has its own title and menu bars. 

 

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

 

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

 

Webinar Confirmation: The email that gets sent to panelists, other organizers (for 
GoToMeeting Corporate plans) and registered attendees, providing the Webinar information 
and a unique Join Webinar link. 
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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 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) 

Note: Attendees who join a Webinar from a Macintosh computer cannot be promoted to a panelist, presenter or 
organizer role and therefore are not able to show their screen, share keyboard and mouse or use the drawing tools.   

For Webinar 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 
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Features Overview 

Feature Description 

Easy Online Webinar Planning 

Automated Email Templates Using your Webinar description, GoToWebinar will craft automated email invitations, 
confirmations and reminders. 

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

Full-Service Registration GoToWebinar will host your registration and send you weekly registration reports. 

Free Voice Conferencing 
Service or Toll-Free Option 

Choose between a free voice conferencing service or a toll- free conference call 
option. 

Pre-Webinar Practice Sessions Practice your presentation before your Webinar begins to ensure everything goes as 
planned. 

Interactive Presentation Tools 

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

Desktop/Application Sharing Broadcast a view of either your PC desktop or a specific application to Webinar 
attendees. 

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

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

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

Polling & Survey Get audience feedback by launching polls and surveys. 

Simple Attendee Interface 

One-Click Webinar Entry By simply clicking the link in the confirmation email, attendees can enter your 
Webinar in seconds. 

Question & Answer Window Attendees can ask questions and get responses in real time. 

Satisfaction Meter With just a click, attendees can note their level of satisfaction at any time during the 
presentation. 

Webinar Analysis and Follow-Up 

Attendee Profile with Interest 
Rating 

Get a ranked list of qualified attendees that you can import into your Customer 
Relationship Management (CRM) system for follow-up. 

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

Desktop Recording/Webinar 
Playback 

Record your Webinar  including audio  and play it back later for additional 
audiences. 

Automated Follow-Up Emails GoToWebinar sends follow-up emails to all registrants after the Webinar is over. 
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Create Your Organizer Account  Personal Plan Organizer 

First- time organizers must create their GoToWebinar account before being able to schedule 
and start a Webinar. It generally takes less than 2 minutes to set up a GoToWebinar account. 

 
To create your account 

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

2. On the Create Your Account page, enter your information and follow the prompts. 

3. On the Install GoToWebinar Software page, click the Install GoToWebinar button. 

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

Create Your Organizer Account  Corporate Plan Organizer 

To create your GoToMeeting Corporate organizer account, you will need to be invited by your 
company s GoToMeet ing Corporate administrator. In addition, before being able to schedule or 
start a Webinar, your GoToMeeting Corporate administrator must first enable you to host 
Webinars.  

 

To create your account 

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

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

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

4. On the Install GoToMeeting Software page, click the Install GoToMeeting button. 

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

http://www.gotowebinar.com
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Install the GoToMeeting/GoToWebinar Application 

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

 
To install the GoToMeeting/GoToWebinar application 

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

2. In the left navigation menu, click Log In. 

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

The My Webinars page will load. 

4. At the bottom of the My Webinars page, click the re- install the GoToWebinar 
software? link. 

5. The GoToMeeting/GoToWebinar application downloads to your computer. 

6. The GoToMeeting/GoToWebinar application is installed on your computer and the icon 
appears in your system tray ready for use.   

http://www.gotowebinar.com
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The GoToMeeting/GoToWebinar System Tray Icon 

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

Join a Meet ing

 

Enables organizers to join meet ings 
from the system tray icon 

My Meet ings

 

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

Preferences

 

Provides access to user preferences

 

Help 
Launches online help for GoToWebinar 

About 
Provides GoToMeeting/GoToWebinar 
software version information

 

Schedule a Meeting

 

Enables organizers to schedule 
meetings 

Meet Now

 

Enables organizers to immediately 
start impromptu meetings without 

needing to enter meeting information 

Exit 
Closes the GoToMeeting/GoToWebinar 

application 

Schedule a W ebinar

 

Links to the GoToWebinar Web site 
where organizers can schedule Webinars 

My W ebinars

 

Links to the GoToWebinar Web site where 
organizers can view and manage 
scheduled Webinars 

Help 
Launches online help for GoToMeeting 
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Set GoToWebinar Application Preferences 

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

 
To set GoToWebinar preferences from the system tray icon 

1. Right-click the GoToMeeting/GoToWebinar system tray icon and select Preferences. 

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

3. Select your preferences. 

4. Click OK.  

 

To set GoToWebinar preferences from the Control Panel during a Webinar 

1. When in a Webinar, select Preferences from the Tools menu in the Control Panel. 

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

3. Select your preferences. 

4. Click OK.  

Start Up Tab 

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

 

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

 

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

 

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

 

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

 

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

The General tab enables organizers to determine file-save settings and security and desktop 
notification settings.  

 
File-save settings: These settings allow for data storage for the GoToWebinar Reporting 
features and allow for an organizer to always save Chat Logs to his/her local machine. 

 
Security: This option enables/disables the inactivity time-out feature which will 
automatically stop screen sharing if there is no keyboard input or mouse movement for 
the specified period of time.  

Webinars Tab 

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

Recording Tab 

 

Audio: Allows organizers to enable or disable the recording audio feature and select an 
input device such as a microphone.  

 

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

See the Recording a Webinar section of this guide.  

Connection Tab 

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

Note: To ensure a valid connection test, we advise that you refrain from testing your connection unless a 
GoToMeeting/GoToWebinar Customer Care representative directs you to perform the connection test. 
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GoToWebinar Web Site 
The GoToWebinar Organizer Web site enables organizers to schedule, customize, manage, 
track and delete their Webinars. In addition, organizers can view Webinar history, generate 
reports and edit account information.    

Log In to Your Organizer Web Site 

To access Organizer Web site features, organizers must first log in.  

 

To log in to your Organizer Web site 

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

2. In the left navigation menu, click Log In. 

3. 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 account and taken directly to the My 
Webinars page.  

http://www.gotowebinar.com
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View Scheduled Webinars  

The My Webinars feature enables organizers to view any existing scheduled Webinars.  

 
To view scheduled Webinars  

1. Log in to www.gotowebinar.com. 

2. In the left navigation menu, select GoToWebinar. 

The My Webinars page will load with a list of scheduled Webinars. 

3. To return to the My Webinars page from another page, click My Webinars in the left 
navigation menu.              

Manage and edit 
Webinar details

Quick-view of number 
of registrants

View and download 
registration report

Click to practice 
this Webinar

Quick links to pre-Webinar 
tasks and actions

Click to start this 
Webinar

Expand and 
collapse Webinar 

information

View and 
manage 

registrations

http://www.gotowebinar.com
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View Webinar History 

The Webinar History feature enables organizers to view a list of completed Webinars within the 
past 3 months, or up to 12 months for GoToMeeting Corporate plans. For information on 
Webinar analysis, see the Webinar Analysis section of this guide.  

 To view Webinar History 

1. Log in to www.gotowebinar.com. 

2. In the left navigation menu, click Webinar History. 

The Webinar History page will load, listing any Webinars completed within the past 30 
days and giving the option to report on Webinars completed within the past 3 months, 
or up to 12 months for GoToMeeting Corporate plans. 

3. In the Webinar History section, click the Show History For: drop-down menu and 
select the time frame for the Webinar period you want to review. 

4. Click the Show History button. The page will refresh with a list of Webinars from the 
selected time frame.      

http://www.gotowebinar.com
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View and Edit Organizer Account Information 

The My Account feature enables organizers to view and edit their personal account information, 
change their account passwords and set conference call preferences.  

 
To view account information 

1. Log in to www.gotowebinar.com. 

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

The My Account Details page will load, displaying organizer account information.  

 

To edit account information 

1. Log in to www.gotowebinar.com. 

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

3. At the top of the My Account Details section, enter your current password and make 
any desired account, password or conference call preference changes 

4. Click Save Changes.  

 

To set conference call preferences 

1. Log in to www.gotowebinar.com. 

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

3. On the Settings page, select your 
conference call settings: 

 

Use GoToMeeting Conference Call Service: Sets your default meeting conference call 
service to the integrated GoToMeeting voice conferencing service. To provide local 
toll numbers for multiple countries, click Edit countries. Changes apply to all 
scheduled and future meetings. 

 

GoToWebinar Conference Call Service: Sets your default Webinar conference call 
service to the integrated GoToWebinar voice conferencing service. To provide local 
toll numbers for multiple countries, click Edit countries. Changes apply to all future 
Webinars.  

 

Provide other conference call information: Sets your default Webinar conference call 
service to your private voice conferencing service. Type in your private conference 
call service numbers in the corresponding Phone Number and Access Code fields. 
Changes apply to all future Webinars.  

Please see the GoToWebinar Voice Conferencing and Private Voice Conferencing 
sections of this guide for more information. 

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

4. Click Save Settings. 

http://www.gotowebinar.com
http://www.gotowebinar.com
http://www.gotowebinar.com
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To change account password 

1. Log in to www.gotowebinar.com. 

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

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

4. Click Save Changes. 

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

http://www.gotowebinar.com
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Webinar Planning  

Organizer Role Overview 

Organizers have accounts with GoToMeeting Corporate or GoToWebinar Personal that enable 
them to schedule and conduct Webinars. An organizer must be present to start a Webinar as 
the Webinar host before others can join.  

Organizers need to first create their GoToMeeting Corporate or GoToWebinar Personal plans 
before they can schedule or conduct Webinars. An organizer can have only one Webinar 
running at a time. 

Organizers are responsible for creating, customizing and managing scheduled Webinars, as 
well as assigning roles such as panelists and other organizers (Note: On GoToMeeting 
Corporate plans, multiple organizers can be assigned to the same Webinar to assist with 
various Webinar management tasks) .   

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

Organizers must schedule Webinars from www.gotowebinar.com. Organizers can edit a 
scheduled Webinar at any time (see the Edit a Scheduled Webinar section of this guide) .  

 
To schedule a Webinar 

Step 1: 

1. Log in to 
www.gotowebinar.com.  

2. In the left navigation menu, 
click Schedule a Webinar . 

3. On the Schedule a Webinar 
page: 

a. Schedule Similar 
Webinar: Selecting a 
previous Webinar from 
the drop-down menu 
will create a new 
Webinar using all of 
the branding settings 
and customization of 
the Webinar selected. 

b. Title: The name you 
give your Webinar will 
appear in your 
Webinar Invitation. 

c. Description: Write a 
brief description about 
what will be presented 
in your Webinar. 

d. Date, Start Time, End 
Time, Time Zone: 
Select when your 
Webinar will take 
place. 

e. Conference Call 
Service: This is the 
information attendees 
will use to connect to 
the Webinar by phone. 
You can choose to use 
GoToWebinar Voice 
Conferencing (toll fees will be charged to attendees) and include toll numbers for 
other countries (click Edit countries ); or you can provide your own voice 
conferencing service information (see the GoToWebinar Voice Conferencing and 
Private Voice Conferencing sections of this guide) . 

Note: When using the GoToWebinar Voice Conferencing service, organizers and panelists will join in 
speaking mode and attendees will join in listen-only mode and cannot be un-muted. 


