E GoToMeeting Guidesheet

Instructor Guide
1. Create a free trial account.
Click on the following link to access GoToMeeting.

Click on PLANS AND PRICING:

@ GoloMeeting J 3 Join a Meeting & Host a Meeting

l ONLINE MEETINGS MADE EASY

Millions of businesses ri
.

Please Enter Your Email Address

* I; 30-day GoToMeeting trial %

HOW IT WORKS PLANS AND PRICING

Scroll down and choose the PRO+ version which allows up to 100 attendees. Click on TRY IT FREE

FEATURES HOW IT WORKS PLANS AND PRICING

FREE PRO+

UPTO UPTO UPTO
3 ATTENDEES 25 ATTENDEES 100 ATTENDEES

FREE 39,

GET STARTED BUY IT NOW

OR TRY IT FREE
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http://www.gotomeeting.com/online/

Fill in your First Name, Last Name, Email Address and Password. Click START YOUR TRIAL:

Christine
Sacco
You'll use your email address to log in
csacco@curry.edu to your account
Must contain 8-32 characters
bbb L Ll consisting of letters and numbers.

> Have a promo code?

START YOUR TRIAL

By clicking Start Your Trial, you are agreeing
to our Terms of Service, Privacy Policy and Anti-Spam Policy.

Note: You have the option of taking a tour of the software or signing up for free product training.

2. To create your Live Webcast, the next step is to click on SCHEDULE A MEETING:

EB GoToMeeting 30 days remaining Subscribe Now! == Hello. Christine

Welcome!
What would you like to try first?

Schedule a meeting Enter a 9-digit Meeting ID m

Let's get started! Take a tour or sign up for free product training.

Name the Webcast, Select the Date and Time for it to begin. Click Save:
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Use built-in
audio

Name of
Webcast

Class Meeting

Occurs once

9:00

(GMT-05:00) Eastern Time (US

Audio Pa Time of Webcast. Be

sure to choose Eastern
Time.

(® Use built-in audio

v volp- Requires microphone and speakers
v Long distance number for: United States Edit

[ Install the Outlook or Google calendar plugin.

(O use my own conference call service

Cancel ‘ Save |

3. An Invite people box will come up containing the link for

students to use to join the meeting. Click Copy.

Invite people

Class Meeting
Mon, Feb 9, 9:00 AM Eastern Standard Time

https://global.gotomeeting.com/join/312318053

You can also dial in using your phone.

United States (Long distance): +1 (571) 317-3112

Access Code: 312-318-053

More phone numbers:
https://global.gotomeeting.com/312318053/numbersdisplay.html

Please join my meeting from your computer, tablet or smartphone.

You will see this message:

++ Meeting info has been copied to clipboard!
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Once you have the information in your clipboard, click SKIP:

Access Code: 312-318-05
More phone numbers:
https://global.gotomeeting.com/312318053/numbersdisplay.htmi

You will be brought to the main GoToMeeting screen and you will see your Class Meeting listed.

@ GoTo Meetimg 30 days remaining Subscribe Now! =—— Hello, Christine

Schedule a meeting Enter a 9-digit Meeting ID m

Mon, Feb 9

Class Meeting ‘ .
9.00 AM - 10.00 AM Eastern Standard Time Sart® | Sharedr | /7 | @
Organizers: Christine Sacco

4. You can now send an email to your students announcing the Live Webcast. Paste the link information that you just
copied to the Clipboard into the body of the email:

Sample Email:

From - csacco0614@post0d3.curry.edu
To... Sacco, Christing;
Send
iz Include all students here.
Subject Live Webcast of Class
Students,

Click on the link below to join the class at 9AM on 1/9.

Class Meeting
Maon, Feb 9, 9:00 AM Eastern Standard Time

s Please join my meeting from your computer, tablet or smartphone.

https://global.gotomeeting.com/join/312318053

s Youcan also dial in using your phone.
United States (Long distance): +1(571) 317-3112

Access Code: 312-318-053
More phone numbers: https://global. gotomeeting.com/312318053/numbersdisplay.html
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5. To start the meeting, click Start.

Note: If you would like more people to join the class, click on Share to get the link information.

Mon, Feb 9

Standard Time Shafeti Z |

To invite more people, click Share.
This eontains the link information for
the meeting.

You may receive the prompt below. Click on Launch Application:

External Protocol Request

Google Chreme needs to launch an external application to handle Screen contro' Panel .
citrixenline: links, The link requested is citrixonline://

download.citrixenline.com/launcher2/launch/ed-TMpy8uK6ZURu- . ) .
bOnuRe_rrsdzljDCAUmMSKKZMhKwABI9 AwaBMbhSntTglLicHyn.. jBeysQo Fie Options View Help @~ @ *
6gdibglZkwrlrqcsaWilWINEX09zMESthvhis- a—

Q93 cMExCzBWELyiwGrYdVAW02YsreSdrtl RHc8y2UCOZyZBzMOaKbillLvi3l = Screen Sharing

v W

Stop Give Change

Thefellowing application will be launched if you accept this request:

"C:\Users\csaccolEl 4\ AppDatat Local\ Citrix\Launcher
WCitrixOnlinelauncher.exe” "/urlQsArgs //download.citrixonline.com/
launcher2/...BeysQobgddbgl ZkwrlrgesaWilWINtX09zMESthvhf5-
cQtI3cMExCWELyiwGrYdVAw02YsreSdrtl RH 9y 2UC0ZyZBzMOaKhill L3
PpmsYP_1fLrlHv3-mbg"

If you did not initiate this request, it may represent an attempted attack on Showing Keyboard Presenter
Sereen & Mouse
should press Do Mothing.
Remember my choice for all links of this type. - - . .
Start Recording | 203.2 GB remaining Settings
‘ Launch Application I Do Nothing = Webcam 3]

Gl
¢
your system. Unless you toek an explicit action to initiate this request, you 6

@

The Screen Sharing Controls will appear on the right hand side | == | Stop Sharing My
Webcam
of your screen:
= Audio
These are the tools you will use to conduct the Live Webcast. O Telephone
® Mic & Speakers
6. Before you share your screen, Start the PowerPoint presentation Sound Check
or whatever you will be lecturing on during the Live Webcast. &0
7. Click Show My Screen on the Control Panel to begin sharing your [“imp““ e ']
screen with students. i
[Speahers (3- High Definition Au..} v]

+ Attendees. 2 out of 1041
+ Chat

Class Meeting
Meeting ID: 312-318-053

GolToMeeting
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Some of the options you may use on the Control Panel are:

Start Recording - to record the Webcast:

File Options View Help @~ @ %

= Screen Sharing

Q0060

Show I'|'I'_.r Give Change
[Screen v srm.m Keyboard Presenter
Srreen & Mouse
203.2 GB remaining} Settings
= Webcam |

©eee II]E] <)

Share My Webcam - so students will see you on their screen:

Share My
Webcal

Attendees — window that lists all participants and lets you Mute All or Unmute All:

= Attendees: 1 out of 101

& | ] HAMES - ALPHABETICALLY -
& | I Christine Sacco (Organizer, Pre... =

—

| # Mute Al (| & Unmute Al [] Invite Others

Chat — window that allows you to communicate with participants:

= Chat

i [Type message here]

e

All - Entire Audience [v|[send|@

For a list and description of all the Control Panel options, click GoToMeeting Control Panel.
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http://support.citrixonline.com/en_US/gotomeeting/all_files/GTM070001

Proceed to conduct the Live Webcast of your class.

7. To end the meeting, close the window.

Student Guide

For a Student Guide con GoToMeeting, click on Attendee Quick Reference Guide

Best Practices for conducting a Live Webcast

e Do atrial run first. Practicing before the real Webcast can eliminate a lot of newcomer errors.
e Start your PowerPoint presentation or whatever you will be lecturing on before sharing your screen.
e Start the Webcast at least 15 minutes early to check audio and video equipment.
e Give students specific instructions about how to interact during the class; for example:
1. Login to the Webcast at least 10 minutes before class starts to test your equipment.
2. Keep your webcam off unless instructed to turn on (30 student faces on the screen would be too
much).
3. Type questions in the Chat window.
4. Instructor will answer those questions and decide whether student should turn on their webcam to

ask their question using audio.
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https://l1.osdimg.com/online/dam/pdf/en/resources/wp/GoToMeeting-AttendeeGuide-Brief.pdf?_ga=1.29925567.122524395.1423233733

