GoToMeeting Instructions
Go to JoinGoToMeeting.com

€ Join the Meeting | GoToMeeting - Google Chrome
€« C' | [ www.gotomeeting.com/meeting/join-meeting

ciTrpx 4 More from Citrix

@ GoToMeetlng FEATURES PLANS & PRICING RESOURCES v

Rea dy to m e Et? Business cails.

Here’s your answer. Sle/33 F

é Grasshopper

Get Grasshopper from Citrix and answer
your business calls on any device.

See How It Works
e - Jo 3

To connect to an online meeting, enter the meeting ID provided by the
organizer.

What to Expect Next:

1 Choose an audio option

2 () GoToMeeting v 3 I;l Show My Screen

Talking

O _ Q L/D‘,‘ Change Presenter
@ ) (&3 ( (@) Mute/Unmute
~ Share My Webcam

If you arrive before the organizer, When the session starts, the
you'll see a window confirming GoToMeeting control panel will
that you successfully connected. appear on your screen.

Use these icons to manage your
participation.




Put in Meeting ID #

Enter the 9-digit number given to you by Auditing Personnel
press the arrow button or press enter on your keyboard

€ Join the Meeting | GoToMeeting - Google Chrome [e@]s"
[ADIINCOXIED S SUCHASSSIBNNY () Join the Meeting | Lolol X )

gotomeeting.com/meeting/join-meeting Sl =

Ready to meet? ol
To connect a meeting, enter the meeting ID provided by é Grasshopper

the organizer. Get Grasshopper from Citrix and answer
your business calls on any device.

See How It Works
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Select “Phone call” — then click “Ok, I’'m all set”

Choose an audio\pption

< Select an audio mode

O -

Use computer audio Phone call
You'll sound best with a
headset

| don't need any audio

United States

United States pi§ fhe numbers:

Long distance : +1(857) 706-3402
Access code © 111-336-533
Audio PIN D4

Ok, 'm all set




Enter your name and email address

Then “Meet Now” window will appear

Join the meeting as..

Meet Now

Organizer. Meeting Room 1
Meeting ID: 111-336-533

Waiting to view Meeting Room 1's screen.




Auditing Department Personnel
working in your computer:

When Auditing department personnel makes you the
presenter, will request to see your screen and take control of
your keyboard, “share your screen?” window will appear. Click
“Download” — then “Add extension”

>
Share your screen?

Add "GoToMeeting Pro

Screensharing”? ] 'I‘ ;
To become a presenter, please download a small extension to + (14) V

select the app or screen that you want to share. GoToMeeting
will guide you through this short, one-time process

It cam:
If you don't want to download this extension, you'll need to - Read your browsing history
download and switch to the desktop version of GoToMeeting « Communicate with cooperating websites
instead. » Capture content of your screen

Add extenzion Cancel




GoToMeeting will give you options to share your
screen. Select “Entire Screen”
JEWEL accounting program will be visible to
Auditing Department

Share your screen - GoToMeeting Pro Screensharing

GoToMeeting Pro Screensharing would like to share the content of your screen with
app.gotomeeting.com. Choose what you'd like to share.

Entire screen

Cancel




If Auditing Personnel cannot see your screen, press
“Switch to desktop version” in the Gotomeeting site

€ - C |@ citrix Online LLC [US] | https://app.gotomeeting.com/?meetin Y4 =111336533 Hw @ =

Meet Now

Organizer. Meeting Room 1
Meeting ID: 111-336-533

You are the presenter

Switch to the desktop version




Select “Keyboard & Mouse controls” then click
“switch to desktop version”

Switch to the desktop version

A quick download is required. You'll leave the meeting for a minute
and then reconnect automatically.

Please share why you're switching (optional)
| need to use:

[ ] Drawing tools
[ ] Recording tools
[MKeyboard & mouse controls

I'm having issues with:
[ ] Audio
[] Webcams
[ ] Screen-sharing

[ ] Other (please explain)

Cancel Switch to desktop version




Save GoToMeeting Launcher in your desire folder

& Downloads

£l Recent Places

i Libraries
[E Documents
o) Music
& Pictures
B videos

/8 Computer
&L, Local Disk (C:)
% Applications (P:)
52 Data (Q)
2 Reference (R:)
% Shared (5:)
59 Home (U)

il Network

File name:  GoToleeting Launcher

€ Savers £2
& v Marilyn Susrez » Downloads ~ | 43 )| Search Downloads 2l
Organize v New folder =~ @
¥ Favortcs Name Date modified Type Size
B Desktop No items match your search.

Once downloaded click on it

Save as type: | Application

= Hide Folders

Save Cancel

C' [ https://global.gotomeeting.com/nativejoin/1113 ame%2 97 =)
- Run GoToMeeting Lau ncher
2 The download should automatica' 4 =gin in a few seconds, but if not, please
(&) GoToMeeting e ’
(@ Contact Global Cus Support or tweet us @gotomeeting
This download inr s software components that you can disable at any t

Click GoToMeeting
Launcher to begin.

¥ Showall downloads.. %

U GoToMeeting Launc...exe




© Click “Run” a “connecting to GoToMeeting”

window will appear

© Click “Show My Screen”

Open File - Security Warning
Do you want to run this file?

Mame:
Publisher:

Type: Application
From: ChUsers\ca.assistanty ds'GoToMeeting ...

.ssistant\Downloads\GoToMeeting Launcher, exe

Citrix Online

X

[ Run ] [ Cancel

Abways ask before opening this file
i T | While files fram the Intemet can be useful, this file type can
r,

potentially ham your computer. Only run software from publishers
you trust. What s the risk?

0 Citrix Online Launcher

O Connecting to GoToMeeting...

o/ -——

Downloading Browser Plugin

Cancel

@ You're the Presenter - GoToMeeting

You have been made the Presenter.

Please close confidential windows.

When ready: Show My Screen

M

Mot ready? Click dose ¥ in top right corner,




Click the “screen” icon then attendees

Select “Meeting Room 1 and right click. Select “Give
Keyboard and Mouse”

Click OK

() GoToMeeting ~ &~ X
Audio - Screen # Webcam #

O Computer audio @

@ Phone call

Dial : +1 (B57) 706-3402
Audio - Screen F Webcam ¥ Accv..ess R Your mouse always takes priority, so stop moving it when you want
AudicPIMN 6 other people to use it.
? Alreads, ? Press $6E Af
O i : e I_:”?" ) J_ e Some applications won't let people use your keyboard and mouse
Computer audio Problem dialing irf without special permissions. More about sharing control.
@ Phone call
Dial + +1 (857) T06-3402
Access Code : 111-336-533 Audience view
AudioPIN  : 6
Already on the call? Press #6% now. Attendees [ Don't show again oK
Problem dialing in? . .
Meeting Room 1 (organizer)

Meeting Room 1 (organizer): ad
Audience view Make Presenter...

Give Keyboard and Mouse
Attendees =/neE

Allow Drawing
Chat Send Chat Meszage...

= = ey Copy Email Address to Clipboard
=k & & & m- w7 v




Auditing Department Personnel will be able to
see your screen and work in your computer,
while you are able to follow along.

Do not move your mouse or touch your
keyboard, as this will disable our capability to
work on your computer.

When the Organizer closes the meeting you will
see this message. Select “close” unless you wish
to give a feedback to GoToMeeting

@ GoToMeeting £3

An organizer has ended the meeting.
GoToMeeting will now exit.

Feedback For GaToMeeting? | | Close




