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GoToWebinar

DRCOG Board Work Session
Attendee User Guide

This guide describes how to use the GoToWebinar service to attend a DRCOG Board Work Session.
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Step 1 - Register for the Meeting

e Open the e-mail containing the meeting invitation
o Click on the link under Register now! (Iltem 1, Figure 1)
Join Us for February MVIC Meeting - Webinar - Message (HTML)
- = N = = - B - ~ }
® Ignore ) £ B Meetin Wells Fargo Mo... 3 To Manager Y. ‘ERules £y P> a AP Find
f_‘g 35 RL(Il [L(l FL‘id AERE £ Team Email €2 Reply & Delete " 0 OneNote ok Follow | T yﬂ [) Related = Z(l
s Junk~ Uelete eply :F;\'y orwar r@Mwe' F Create New ?ve Ij‘Admns' U“:;d Epnvw ranfa! b o ‘oom
Delete Respond Quick Steps Move Tags 5 Editing Zoom ~
Tim Feld <TFeld@drcog.org> Tim Feld (tmfeld @comeast.net) 254 PM
Join Us for Board Work Session - March v
Board Work Session - March
Join us for a webinar on Feb 19, 2016 at 10:20 AM MST.
Register now!
1 _aChitpsiatiendee.gotowebinar comiregister4077411700969445377 )
After registering, you will receive a confirmation email containing information about joining the
webinar.
View System Requirements
Figure 1
e The meeting registration page opens (Figure 2)
e Enter your name and e-mail address (Items 2,3, and 4 in Figure 2)
o Click on Register (Iltem 5 in Figure 2)
- o x
€ - B £~ @ Identified by VeriSign & | (3 Registration x kO

Board Work Session - March

Fri, Feb 19, 2016 10:20 AM - 6:00 PM MST

Show in My Time Zone
Please join us for the February MVIC meeting.

*Required field

First Name* Last Name*

2 W‘T\ml X 3 _ Feld

Email Address*

4 feldtim@gmail.com

By clicking this button, you submit your information ta the webinar organizer, who will use it to communicate with you regarding this event and their other services.

:

Figure 2
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e Aregistration confirmation page opens (Figure 3)

e When it is time for the meeting to start, click on join the webinar (Iltem 6 in Figure 3)

iSign © | G Your're Registered!

You're Registered!

Board Work Session - March

Fri, Feb 19, 2016 10:20 AM - 6:00 PM MST

Add to Calendar v

At the time above, join the webinar 5]

Aconfirmation email with information on how to jein the webinar has been sent to you.

Questions or Comments? Contact: tfeld@drcog.org

To Cancel this Registration

You may cancel your registration at any time.

Figure 3

Step 2 - Install the GoToWebinar Program

If it is the first time GoToWebinar is used on your PC, the browser will prompt you to install the
GoToWebinar program. Follow the prompts to install the GoToWebinar program.

Note — The prompts will look different for each browser.
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Step 3 - Connect to the Meeting

e After you click on “join the webinar”, GoToWebinar will begin the connecting process (Figure 4)

o @ hitps.//spplauncher gotowsbinar.com o/ sttendee/en/el O = @ © || @ launcher | GoTowebinar % g

Starting GoToWebinar
Your session should connect in a few seconds. If GoToWebinar does not launch, please

* The audio will begin automatically in listen-only
mode.
ol answers.
content.

TRY IT FREE

clmpc  Aboutus | Terms of service | Privacy policy | 24/7 support

Figure 4

e If the meeting has not yet started, you will see the window below (Figure 5)
e Click in the circle to the left of Phone call (Item 7 in Figure 5)

Board Work Session - March

y, February 1

0 AM Mountain Standard Time

Waiting for organizer
While you're waiting, please choose an audio option.
(O Computer audio Dial: +1 (646) 307-1720
7/ (®) Phone call Access Code: 982-965-883
If you're the organizer, please start the meeting. @ English
Figure 5
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e When the meeting starts, the GoToWebinar Viewer window and the GoToWebinar Control Panel
automatically appear (Figure 6 and Figure 7)
e The GoToWebinar Viewer window (Figure 6) is where you will see the presenter’s PowerPoint
presentation
e The GoToWebinar Control Panel (Figure 7) contains the buttons and information that allow you
to participate in the meeting
e On your phone, dial the number shown on the Control Panel (Item 8 in Figure 7)
e When prompted on the phone, enter the Access Code shown on the Control Panel (Item 9 in
Figure 7) followed by the # key
e When prompted on the phone, enter the Audio PIN shown on the Control Panel (Item 10 in
Figure 7) followed by the # key
e You should now be able to hear the audio portion of the meeting
& GoTowebinar Viewer '% | Fie View Hep - -OoBx
= Audio [
E e Telephone
Board Work Session - March O Mic & Speakers
— Dial: +1 (646) 307-1720 - 8
Organizer: DRCOG Webinar | Presenter: DRCOG Webinar @ 9 ACCBSS. Code: 982-96~-8383 T
Audio: Use your microphone and speakers (VolP) or call in using your telephone. . B AUdlo PlN' 35 _:1 0 y.
Dial +1 (546) 307-1720 @ If you're already on the call, press #85# now.
:E(d;s;‘ﬁnda? 982-965-883 M}M
= Questions [3]
[Enter a question for staff]
Board Work Session - March
Webinar ID: 101-304-539
cirepx GoTo\Vebinar
Figure 6 Figure 7
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e The Control Panel will update to indicate audio is connected (Item 11 in Figure 8)

7F|Ie View Hep @~ -0 “—
= Audio
® Telephone
O Mic & Speakers
Dial: +1 (646) 307-1720
Access Code: 982-965-883

ou are connected to audio 11

2

(oo

= Questions

2

[Enter a question for staff]

Board Work Session - March
Webinar ID: 101-304-539

GoTlo\Webinar

Figure 8

e When a presentation (e.g. PowerPoint slides) is being shown, it will appear in the GoToWebinar
Viewer window (Figure 9)

citRix

Figure 9
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Step 4 - During the Meeting

Minimize the Control Panel

e If the Control Panel is in the way, you have the option of minimizing it

e To minimize the Control Panel, click once on the white and orange arrow (ltem 12 in Figure

10)
o To restore the size of the Control Panel, click again on the white and orange arrow (ltem 13
Figure 11)
File View Help @~ -0 x i
- Audio B ]
12 [ @® Telephone 1 3 ’-
O Mic & Speakers -— ,-'F
Dial- +1 (646) 307-1720 4

Access Code: 982-965-883

You are connected to audio

(jeeBOo

= Questions 3]

|1 © @

Figure 11

[Enter a question for staff]

Board Work Session - March
Webinar ID: 101-304-539

GoTo\Webinar

Figure 10

Mute and Unmute Yourself

e When you are not talking you can mute yourself by clicking once on the Mute button (Item
14 in Figure 12)

e To unmute yourself, click again on the Mute button (Item 15 in Figure 13)

(e@B0|

Figure 12 Figure 13
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View in Full Screen Mode

e To view the GoToWebinar Viewer window in Full Screen mode, click once on the Full Screen
button (Item 16 in Figure 14)

e To exit Full Screen mode, click again on the Full Screen button (Item 17 in Figure 15)

tJ
16_@ @ 17
© ©

Raise Your Hand

o If you would like to speak and the GoToWebinar meeting facilitator has muted you, click
once on the Raise Hand button (Item 18 in Figure 16) to request to be unmuted

OOF0

Figure 16
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Step 5 - Leave the Meeting

e To leave the meeting, click once on the X in the upper right corner of the Control Panel (Iltem 19

Figure 17)

e C(Click once on the Yes button to leave the meeting (Item 20 in Figure 18)

Access Code: 982-965-883

You are connected to audio

|oeBd

= Questions

Fie View Hep @- = @ 19 *** Leave Webinar? - GoToWebinar
EDATZﬁ‘;)hone » '6] Are you sure you want to leave the Webinar?
O Mic & Speakers ot

Dial: +1 (646) 307-1720 20 No

[]1'd like to give feedback to GoToWebinar

Figure 18

[Enter a question for staff]

Board Work Session - March
Webinar ID: 101-304-539

GoToWebinar

| Send |

Figure 17

Apple Mac Users

Although visually different, GoToWebinar works the same on a Mac computer. Figure 19 illustrates
the GoToWebinar Control Panel on a Mac running Mac OS version 10.11 (E/ Capitan).

v

Talking:

% ») Telephone
" Mic & Speakers
Dial: +1(631)992-3221

Access Code: 767-084-623
You are connected to audio.

Questions

Tv

pe question here.

%7 send

Board Work Session - March
Webinar ID# 146-023-979

) GoToWebinar

Figure 19
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