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GoToMeeting

Getting Started

- Hello, GoToMeeting
Create an Account

Create a Meeting @AY =l ‘& i)
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GoToMeeting by LogMeln

Web-Hosted Conferences GoToMeeting

Host Webinars N5 e e [9]8 wemtrerstormogem ~o & ER
@ United States ¥ Support &FAQs  CONTACT SALES: .
° SChedUIe a Meeting GOTOMeetiﬂg ‘gve(@® Features~ Solutions »  Plans & Pricing  Resources ¥
- Schedule Rooms for
several sessions WE'RE HERE TO HELP
- Invitation Links LogMeln has everything you need to work remote and stay connected.

* No Login Needed . |

- Links can be emailed or
posted on a website

Reference: https://www.gotomeeting.com/




Before You Begin

Create an Account GoToMeeting Sign In Screen
Enter the following: T e e —— .
- First and Last Name GoToMesting

- Business Email @ oo e

- Password

GoloMeeting

Sign Into GoToMeeting @ =Tt

Confirm that you can sign - Password
into your account

rorgor Dassword? m

[ Keep me signed in Support

Reference:



What Are Meetings?

X | 8% Mail - Nofs,Elizabeth - Outlook X GoToMeeting Hub x [eg =

cC @ © & nhttps:/global.gotomeeting.com/#/meetings/upcoming-meetings i o e® =

Meeting Options
GoToMeeting Hub Enter a meeting ID o link

GoToMeeting can schedule:
- Rooms

@ My Personal Meeting Room 10:00 AM  CCAT Yr5 Budget
° One_Time N umis gotomeet.me/Nofs-Elizabeth 60min  ID: 255-512-837
"""""""""""" B
Rooms One-Time History
. . Sl MEETINGS
Upcomlng Meetlngs foday e | My Personal Meeting Room
Meeti that heduled L | | & NaNVies  Eotomeetme/Nofs-Elizabeth
eetings that you schedule e
SETTINGS
Wi be lted by date anc
time. When you click on a
Rooms One-Time History

meeting, the meeting details
will be displayed on the right.

.9

Today

10:00 AM  CCAT Yr5 Budget
60 min /Nofs-Elizabeth/ccat-yr5-budget

How to Navigate the GoToMeeting Website:



Create a New Meeting

One Time Meeting
Enter the following:

- Meeting Title

- Date (Date picker)
- Start Time

« Duration

Click Save.

.9

:}t GoToMeeting Hub x e

&« c @

New Meeting

MEETING AUDIO

GoToMeeting Quick Launc

Online meeting room

3 like, The link
03/30/2020 i

Time Zone: GMT-05:00 Easterr

Tip: persor
\ - ‘ Create a mem¢

NOTE: You do NOT need
to require a user password

0 a https://global.gotomeeting.com/#/meetings/upcoming-meetings

for these free webinars.

N

New Meeting

MEETING AUDIO PERSONALIZE MORE

GoToMeeting Quick Launch

Online meeting room © One-time meeting

The link never expire Meet once and then the link cxpire

03/30/2020 9:00 AM hd

55 130 min
Time Zone: GMT-05:00 Eastern Time (US and Canada) 15 min

) Tip: personalize your meeting 45 min

ol 1 j Create a memorable link and a personalized start pa

60 min

15h

2h

25h

s}

N O ®

X

v

~

_h—;-

GoToMeeting Organizer Training - Part 1 - Scheduling: https://voutu.be/sWhG88WQCEc




Meeting Details

GaToMeeting Hub x =N =

Review the Meeting Details .~ .. T —— = -

"",j #s GoloMeeti ng Hub Meeting Created

To share your meeting, copy the info below and paste

The Meeting displays the .
Title, date and time. e

MEETINGS .
. My Personal Meeting Room 9:15AM  GoToMeeting Demo
‘{ IOty eotomeet me/Nofs-Elizabeth 30min  ID: 463-110-509

There is a START button, AN
which we will practice. ""‘1— 10:00AM  CCAT Y5 Budget

fooms _ OneTime 60min  ID: 255-512-837

Today

In11min  GoToMeeting Demo . . - . -
et [OERTED IOy Copy Invitation # Edit i Delete

1:00PM  CCAT Yr5 Budget
60min  /Nofs-Elizabeth/ccat-yr.

Edit the Meeting Details

You can update or edit the
meeting invitation.

CCAT Yr5 Budget
Mon, Mar 30, 2020 10:00 AM - 11:00 AM (EDT)

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

You can aISO delete a https:/www.gotomeet.me/Nofs-Elizabeth/ccat-yr5-budget

meeting invitation. You can also dial in using your phone.
United States: +1 (571) 317-3122

Access Code: 255-512-837

Join from a video-conferencing room or system. —

Reference: Dial in or type: 67.217.95.2 or inroomlink.goto.com




Sharing Options

Invitation to Join

The Meeting Details that you
copied from GoToMeeting
website can be pasted into
an email, such as Outlook.

You can also post the link to
a weblog, however this may
not work as well.

The Meeting details includes
how to join by web browser,
phone, or through a business
conference service.

Sent Items

Deleted Items

Add favorite
v  Folders
~ Inbox

> 1 Blackboard- Moodle

= 1 CCAT WFD

Alex_Sergay

Career Services

CCAT Automotive

|

£

=

@ Mail-

Nofs, Elizabeth - Qutlook - Mozilla Firefox:

m x

© & 25 https:/outlook.office.com/mail/deeplink/compose/AAMKADNIN2 YwYzZkLTYSMDgtNDUAZIQAZGZmLTZhYmESM [E] O %
B> Send [ Attach @ Encypt [i] Discard
From  enofs@wcenetedu
@ Mail - Nofs,Elizabeth - Outlook - Moxzilla Firefox - [m] x
© & 25 https:/foutlook.office.com/mail/deeplink/compose/AAMKADNIN2YwYzZKLTYSMDgtNDUAZI04ZGZmLTZhYmESM E - f} =
B Send [ Attach v @& Encrypt [i] Discard
New|
From  enofs@wccnet.edu
Nof;
Pleal
http} To ’ Nofs,Elizabeth X
You
Unit Cc @ Gudsen, Neil <ngudsen@wecnetedu> X @ Alex Sergay <asergay@gmailcom> X
Accs
Join New Meeting This Wednesday
Dial
Mesq
Nofs,Elizabeth's Meeting
&
Please join my ing from your puter, tablet or smartph
E https://www.gotomeet.me/Nofs-Elizabeth
You can also dial in using your phone.
United States: +1 (571) 317-3122
Access Code: 511-107-197
Join from a video-conferencing room or system.
Dial in or type: 67.217.95.2 or inrocomlink.goto.com
Meeting ID: 511 107 197
F a A B T UL A = E & - =E E E @ @ Xt 5 SRS

Reference:

v @ %

Draft saved at 8:33 AM




GoToMeeting

Setting the Scene

-+ Create a Practice Meeting
- Review the Video and Audio
- Best Practices

Presented March 2020

Elizabeth Ann Nofs



Join the Meeting

Join the Meeting e o ~ T

The GoToMeeting Host should
join the meeting at least 10
minutes prior to the start time.

SUPPORT

% GoToMeeting o

If this is your first time joining a
meeting, you and all attendees
will be prompted to download

the GoToMeeting helper app. Send o

Choose other Application Choose...

[[] Remember my choice for gotoopener links.

Cance'




Host a Meeting

@Y Mail - Nofs,Elizabeth - Qutlook X GoToMeeting Hub x e

Create a Sample Meeting

@ © & nhttps:/global.gotomeeting.com/#/meetings/upcoming-meetings %4

ol GOTOMeeUng Hub Enter a meeting ID or link ',‘Ll!ﬁk RB";"J:!.L'S
BIG FEATURE FESTIVAL

A practice meeting is a good
opportunity to set the scene
for the broadcast.

. My Personal Meeting Room 10:00 AM  CCAT Yr5 Budget
¥ IOty eotomeet me/Nofs-Elizabeth 60min  ID: 255-512-837

The purpose of the meeting
is to review the camera and
sound settings to get the
best broadcast possible.

60 min ID: 255-512-837

Today

10:00 AM  CCAT Yr5 Budget Start F . ¥ s . o
60min  /Nofs-Elizabeth/ccat-yr. - o Copy Invitation s Edit a

CCAT Yr5 Budget
Mon, Mar 30, 2020 10:00 AM - 11:00 AM (EDT)

Please Sta rt the Sam ple Please join my meeting from your computer, tablet or smartphone.
meetlng to practlce the https:/www.gotomeet.me/Nofs-Elizabeth/ccat-yr5-budget

fOI IOW| ng Ste pS . You can also dial in using your phone.
United States: +1 (571) 317-3122

Access Code: 255-512-837

Join from a video-conferencing room or system.
Reference: Dial in or type: 67.217.95.2 or inroomlink.goto.com




Do a Screen Test

Preview the Live Stream

Before you begin an online
meeting, you can preview the
camera and sound.

The live stream will preview

when you turn on the camera.

Its a good time to look behind
you and see if are ready for
guests. Clean up any private

business and political images.

.9

K GoToMeeting o

(® Start a few minutes before or after the hour to join quicker Get more tips

SUPPORT

=k GaToMeeting

Your Meeting has started. SETTINGS

Here's how you'll appear when you join.

GoToMeeting - Organizer Training - Part 2 - Hosting:




How Does it Sound?

C h Oose th e Ri g ht M i c e Your Meeting has started.

Here's how you'll appear when you join.

If you click on the Settings
gear button in the upper right
corner) the pane will open.

Here you can pick a different
microphone, say a headset
instead of the laptop mic.

.’:, COMPUTER

(L:;*.-:—:" USE Headset N s




Start the Meeting

The Meeting Room

The Meeting Room shows
an icon or video feed for
each attendee.

The person speaking has a
green mic. It's a good clue
for identifying who is talking.

All attendees can show or
hide the thumbnail screens.

.9

% GoToMeeting ¥

GoToMeeting Demo

{ ' Nofs,Elizabeth Nofs

-

View Who's Talking £

Getting Started with the New GoToMeeting:



Record a Meeting

Record a Meeting

TR B, N 1
AT NPT ]

GoToMeeting

When everyone has signed 5
in and said, hello, you can
record your meeting.

When you click Record, the
meeting attendees will be
notified that the meeting is
being recorded. There is an
audible announcement and
an onscreen banner.

.9

! & Nofs,Elizabeth Nofs

Recording in progress..
Stop Your Recol

Notes NEW!

D Open automatically

rding

How to Record a Meeting on GoToMeeting:




Share Your Screen

You can set up PowerPoint
presentations and websites
prior to your meeting.

When you are ready, you can
use the Meeting Tools to
Share your screen. You will be
asked to select which window
you want to show on screen.

Note: Close all private email
and business documents
before sharing your screen!

.9

n DOEFERLEGRLE share something else

GoToMeeting

Setting the Scene

+ Create a Practice Meeting
+ Review the Video and Audio

.71 People can see your screen.

Setting the Scene
« Create a Practice Meeting
» Review the Video and Audio

P “.A\

T T

- Best Practices

» Best Practices

GoToMeeting Demo
0o e 2
oo - O

X PEOPLE 2/251

Presented March 2020
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)Pj Mute All Uy Unmute all

Nofs,Elizabeth Nofs - Me .. \9) v

Glen Glick qdx

How to Screen Share on Browser with GoToMeeting Web App:



Share the Sound

Note: By default, the host has
the mic turned on. The rest of
the attendees have their
sound turned off.

For example, Glen Glick is
cannot speak during the
meeting. His mic is muted (x).

You can decide if some, or all
of your attendees, can
contribute to the discussion.

.9

s} GoToMeeting

GoToMeeting Demo

% GoToMeeting v

7. People can see your screen.
Setting the Scene

« Create a Practice Meeting
* Review the Video and Audio

GoToMeeting Demo
0o O 2
(== -

% PEOPLE 2/251

l Nofs,Elizabeth Nofs - Me ..[J \g} v

Glen Glick dx

How to Screen Share on Browser with GoToMeeting Web App:

}Q)’ Mute All YY) Unmute All



GoToMeeting

Create a Show

- PowerPoint and YouTube Videos
- PowerPoint and Excel
- Create Videos with Camtasia
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Powered Up PowerPoint®

Links and YouTube Videos

Microsoft® PowerPoint® and Multimedia
* YouTube Video e sy
- Linking and Embedding |- . |
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Powered Up PowerPoint®

Show the Data Visually

Integrating Microsoft® PowerPoint® and Excel
- Insert and modify Charts
- Using the Data

ﬂ Charlotte’s Website
’l - 7 Our New Fall Products - o —
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Powered Up PowerPoint®

Create Videos with Camtasia

Microsoft® PowerPoint® and Camtasia
- Design the presentation
- Export to Camtasia

- Edit in Camtasia

Presented March 2020

Elizabeth Ann Nofs




WCCWORKFORCE DEVELOPMENT:
A COMPLETE TRAINING SOLUTION

Dynamic and Im PpactfuITraining

r skilled instructors will inspire your people to succeed

Contact Our
Workforce Development Team

ecdevelopment@weccnet.edu
734-677-5060

&% Washtenaw
\/\/\/\/ Community College




What do you call someone J’f
who went to WCC? I

Employed.

Your career starts here. (
Apply today at weenet.edu.
«% Washtenaw /4

\AY Community College



