GoloMeeting ATTENDEE QUICK REFERENCE GUIDE

Join & Leave Meetings

There are several ways to join a meeting depending on how you receive the meeting invitation.

Note: When joining a meeting, remember to also conference in using the information provided by your meeting organizer.

» To join a meeting from a GoToMeeting invitation email, a calendar appointment or instant message invitation
1. Open the email, appointment or instant message that contains the meeting information.
2. Click the Join link provided in the invitation to join the meeting.
3. If prompted, click Yes, Grant or Trust to accept the GoToMeeting download.
4. If requested, enter the Meeting Password provided by your meeting organizer.
You'll be launched into the meeting where you’ll see your Control Panel and GoToMeeting Viewer.

» To join a meeting from the GoToMeeting website
You can join a meeting from the GoToMeeting website in any of the following ways:

Option 1:
1. Go to www.gotomeeting.com, and click the Join a Meeting button in the top navigation.
2. If prompted, click Yes, Grant or Trust to accept the download.
3. On the Join a Meeting dialog, enter the Meeting ID from your meeting invite.
4. If requested, enter the Meeting Password provided by your meeting organizer.
You'll be launched into the meeting where you'll see your Control Panel and GoToMeeting Viewer.

Option 2:
1. Go to www.joingotomeeting.com.
2. Enter the Meeting ID from your meeting invite.
3. If prompted, click Yes, Grant or Trust to accept the download.
4. If requested, enter the Meeting Password provided by your meeting organizer.
You'll be launched into the meeting where you'll see your Control Panel and GoToMeeting Viewer.

Leave a Meeting
You can leave a meeting at any time.
P To leave a meeting

1. From your Control Panel’'s File menu, select Exit — Leave Meeting. Or, you also click * on your Control Panel or
GoToMeeting Viewer or webcam.

2. When prompted with the Leave Meeting dialog, select Yes.

@ Leave Meeting? - GoToMeeting [i_E-J

|'6'| Are you sure you want to leave the meeting?

| Yes | | Mo

14d like to give feedback to GoToMeeting
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Manage Audio

How you join the audio portion of a GoToMeeting session is determined by the organizer. An organizer can select whether
attendees can join the audio portion via telephone, VolIP or both. The conference call information is provided in your
meeting invitation, as well as in your Control Panel.

VolP Best Practices

Audio quality can vary based on your audio software/hardware manufacturer as well as your operating system. When
using VolP, the following best practices are recommended:

e For optimum sound quality, a headset is recommended, preferably a USB headset for ease of use.
o If a headset is not available, microphone and speakers are required, preferably a USB microphone for ease of use.

e If using a microphone, it should be a distance of at least 1.5 feet away from any speakers that are built in to or
connected to your computer.

e Using your webcam’s microphone is not recommended.

Telephone Audio Commands

Commands |Feature Details

*4 Help Provides a menu of
available conference
commands.
*6 Mute/Unmute Mutes the participant’s
line. Pressing the same
command again will
unmute the line.

» To join the audio portion of the meeting = Audio
Once you have joined the online portion of the meeting, audio information @ Talephane
is provided in the Audio pane of your Control Panel. O Mic & Speakers
If the organizer has given attendees a choice in how to join the audio Dial- +1 (213} 289-0010
portion of the meeting, you can select your preference in the Audio pane Access Code- 378-536-057
of your Control Panel. Audio PIN: 70
Note: If you choose to join via VolP, you will need speakers to listen to the If you're already on the call, prezs #70# now.
meeting and a microphone to speak.

» To switch audio formats during a meeting

If the organizer has given attendees a choice on how to join the audio portion of the meeting, you can switch between
using VoIP (Mic & Speakers) or telephone. In the Audio pane, you can select either Telephone or Mic & Speakers.

Note: If you choose to join via VoIP, you will need speakers to listen to the meeting and a microphone to speak.

Mute Your Audio

You can mute/unmute your line from your Control Panel by clicking the

microphone or telephone icon (a). If you dialed in to the audio |

conference via telephone, you must enter your Audio PIN before you or  |[=3 | = Attendee List (2] Max 26}
L

the meeting organizer can mute you. & IH = NAMES - ALPHABETICALLY =
]

T T3] Jason (Organizer, Presenter)
a }h\‘- John (Me)

File View Help -0@ %

| @
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Use Presenter Controls

When granted the Presenter role, the Presenter Controls will appear on your Grab Tab.

. Presentin i Presentation
e Click and drag to move Grab Tab up or down (a) Dosktop. Presentation stopped and
e Hide or display Control Panel (b) anvseizzrr'nng anvseiizrr'n”g nc\’,f,esg' pobis

e Mute or unmute your audio line (c)

e Share or disable your webcam (d) E

o Display desktop to attendees (e) o

e Pause your desktop so the desktop :
remains frozen (f) o

e Give Keyboard & Mouse button grants shared B —

mouse/keyboard control to
another participant (g)

e Pass the presenter role to another attendee (h)

e Draw, highlight and place arrows on-screen,
as well as use the spotlight and clear all markings h

(Windows only) (i)

Qe mEE(D

eeeenppn

eeeenpoBEn
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Share Your Webcam

Meeting participants can share up to 6 high-resolution video conferencing streams while viewing the presenter's screen.

You can share your webcam in any of the following ways:

Click the webcam button @ on the grab tab. - Vishcam
Click the Share My Webcam button in the Webcam pane on the
Control Panel. @ Share My Webcam Wiebeams »

From the Webcams drop-down menu, select Share My Webcam.

Click the webcam button next to your name in the Attendee List
(Windows-only).

Right-click your own name in the Attendee List and select Share My Webcam.

Manage your webcam from your video feed

Temporarily Pause/Play your video by selecting the Pause or Play button on the top-
right corner of your webcam feed. (a)

Resize the webcam viewer and screen sharing using the slider. You can click and
drag any part of the slider to adjust the display. (b)

When only webcams are being shared, participants can resize webcams by clicking
and dragging the bottom-right corner of the Viewer. Expand and minimize how
webcams and/or screen sharing is displayed by clicking and dragging the bottom-
right corner of the viewer.

If only webcams are being shared (not screen sharing), you can adjust the size and
position of the webcam viewer by using the Webcams drop-down menu and selecting
one of the following Webcam Positions: Top, Left, Bottom, Right.
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System Requirements

For Windows users:

Windows® 7, Vista, 2003 server or XP

Internet Explorer® 7.0 or newer, Firefox® 4.0 or newer or Chrome™ 5.0 or newer (JavaScript™ enabled. Java™ 1.6 or higher
highly recommended.)

Internet connection with cable modem, DSL or better recommended

Dual core 2.4GHz CPU or faster with at least 2 GB of RAM recommended

For Mac users:

Mac OS® X 10,8 (Mountain Lion®), Mac OS® X 10.7 (Lion®), Mac OS® X 10.6 (Snow Leopard®) or Mac OS® X 10.5
(Leopard® - Intel only)

Safari™ 3.0 or newer, Firefox® 4.0 or newer or Chrome™ 5.0 or newer (JavaScript™ enabled.)

Internet connection with cable modem, DSL or better recommended

Intel processor with 1 GB of RAM or better recommended

For iPad®, iPhone® and iPod® touch users:

iPad® 1 or newer, iPhone® 3GS or newer, iPod® touch (3rd generation) or newer
iOS® 5 or newer

Internet connection (WiFi recommended for VolP)

Free GoToMeeting App from the App Store

For Android users:

Android 2.2 or higher

1 Ghz CPU or higher recommended
WiFi or 3G connection (WiFi recommended)
Free GoToMeeting App from the Android Market

Note: Attendees on devices that use CDMA and do not allow simultaneous data and voice sharing must be connected to the Internet from a
WiFi network to dial in using the same device they use to join the meeting. Otherwise, they will be disconnected from GoToMeeting. Attendees
on devices that use GSM can simultaneously share data and voice seamlessly.

For the best audio experience, a headset recommended.

To use a microphone and speakers (VolP):

A fast broadband connection with 384 kbps or more recommended
Microphone and speakers with a USB headset recommended
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